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Chapter 1. DTS Emails

This @pendix provides a list of themails DTS sendw travelers, Authorizing Officials (AOs), Defense Travel
Administrators (DTAsEentrally Billed Accounting Speciali@@8AS9, NonDTS Entry Agents (NDEAS), and

Travel Management Compani€BMG&G, t hough DTS st i |do mneefrecrisalt ol rtahvee I T M
[CTQ).

To help you find a particular emaigview the indexed reference number. You can find each a ireferersce
number(Ref.No.)in the left columnof Table EL: DTS EMAINOTIFICATIONGrganization of mailslistedin
TableE1 is by subjectmatter under the following tabléneadings:

AUDIT FAILURE

CANCELLATION

CENTRALLY BILLED ACCOUNT (CBA)

COGNOS

TMC (formerly CTO)

CONSTRUCTED TRAVEL

DEBT MANAGEMENT

DOCUMENT STATUS

FMS and MEPS

GROUP AUTHORIZATION

IMPORT/EXPORT

MISCHLANEOUS

REJECT

REPORT

ROUTING OFFICIAL

SCHEDULED PARTIAL PAYMENT (SPPs) & ADVANCE

SELIREGISTRATION

E)

=2 =4 =4 A4 A4 A A A A4 A A A A A - -

Table EL

DTS EMAILS

AUDIT FAILURE

1 Authorization Audit Failure | Traveler Sent when arauthorization did not pass audi
Notice and cannot be completed; lists the specific
audit failure(s).
2 Voucher Failed Audit Traveler Sent when a voucher did not pass audit;
states the audit failure and traveler action
needed.

Defense Travel Management Office 3
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DTS EMAILS

CANCELLATION

3 ConfirmedReservations Traveler, AO Sent when an authorization is unsigned and
Auto-Cancelled Notification reservations cancelled.

4 URGENT! DTS Action Traveler Sent when an authorization with reservation
Required is un signed. Traveler must sign or DTS will

cancel reservations.

5 IMMEDIATEAUTO PNR Help Desk DTS sends the email only if help desk flag i
CANCELLATION FAILURE set. Auto PNR Cancellation failed.

ALERT

6 URGENT! DTS Action Traveler, AO, DTA Sent daily when an authorization with

Required! confirmed reservations remains signed but
not approved, and the trip start date is withir
three days. Informs cancelation of
reservations if document is unapproved.

7 Defense Travel System Traveler Sent to notify documentancellation.

Travel Document
Cancellation Notice!

8 DTS OverpaymentMAIL- Traveler, AO, DTA Sent when an AO approves a canceled trip
Canceled trip contains a containing a paid or submitted for payment
non-ATM advance non-ATM advance.

9 Notification to AO Traveler, AO Sent when an AO does not approve the
Confirmed Reservations authorization with reservations resulting in @
Auto-Cancelled cancellation. Informs traveler to

adjust/amend the document to add
reservations.

10 | Cancellation Request for T™C, POC Sent when cancelling group travel
Group Travel Reservations reservations using TMC assistance.
to CTO

139 | RETURIFNFARE EXPIRED Traveler Sent when the AO returns a document using
Notice the RETURIRARE EXPIRED status.
CBA

11 Auto-approval of CBA Traveler, AO Sent whercreating a CBA initiated
Amendment amendment with a change in cost less than

equal to a systenconfigurable value.

12 | Error Establishing System Admin Sent by CBA when a connection to the vend
Connection to the Mailbox mailbox is not established.

13 InvalidUser Name and System Admin Sent by CBA when the user name or passwi
Password to the vendor mailbox is invalid.

Defense Travel Management Office
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DTS EMAILS

14 | Error Retrieving Invoice File| System Admin Sent by CBA when retrieving an invoice file
from Mailbox from the vendor mailbox failed.

15 | CBAvoice has been Paid | CBAS, DTMO Sent by CBA for the paid invoice.
Information to the TO

16 | CBA Invoice Rejected by Gf CBAS, System Sent by CBA when GEX rejects the invoice.

Admin, Help
Desk, PMO on
second reject

17 | CBA Invoice Returned to CBAS, System Sent by CBA when the invoice is out of
Unmatched Admin balance.

18 | CBA Invoice Rejected by System Admin Sent by CBA when Archive/MIS rejects the
Archive/MIS invoice.

19 | Invoice Response Status System Admin Sent by CB#vhen the invoice response statu
from Archive/MIS is Missing is missing.

20 | CBA Account Deleted PMO Sent by CBA for a deleted account.

21 | Duplicate CCV Invoice CCV recipient Sent by CBA when it encounters a duplicate

invoice.

22 | Error Parsing Invoice File CCV recipient SentbyCB&vhen the invoi g

parsed.

23 | Invoice Not PPA Compliant| CCV recipient Sent by CBA when the invoice is not PPA

Compliant.

24 | Invoice Total Mismatch CCV recipient Sent by CBA when the invoice line items do

not match the total.

25 | Unknown CBAccount CCV recipient Sent by CBA when the account is unknown.

26 | Duplicate Line Item CCV recipient Sent by CBA when the invoice contains a

duplicate line item.

27 | Unreconcilable CBA Accour] PMO Sent by CBA when the account flagged as r

reconcilable fo the given invoice.

28 | CBA Invoice is Reconciled | CBAS Sent by CBA when the invoice is reconciled

and ready for review.

29 | CBA Invoice is Ready for CBAS Sent by CBA when the invoice is ready for
Acknowledgement / acknowledgement ocertification.
Certification

30 | Invoice Not Ready for PMO, CBA Sent by CBA when the previous month invo
Reconciliation has not been certified or locked.
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DTS EMAILS

31 Duplicate Transaction (Line| CBAS Sent by CBA when identifying a duplicate
Item) transaction for thanvoice based on
previously reconciled and paid transactions.
32 | CBA Invoice Rejected by CBAS, System Sent by CBA when the Vendor Pay System
Vendor Pay System Admin, Help Desk| rejects the invoice.
33 Invalid DTS CBA Account CCV recipient Sent by CBA vém the account is invalid.
34 | Notice of Delinquent CBA | CBAS Sent when a CBA invoice hasn't received a
Invoice Email positive Acknowledgement from DADS after
certain interval.
35 CBA Amendment Requires | AO, CB/A Sent when it is nopossible to systematically
Additional Funding approve a CBA initiated amendment due to
lack of funds in the Budget or because the
Budget Item does not exist for the
corresponding LOA in the amendment.
36 | Unrecognized CBA Account PMO, Traveler, Sentwhen a swept PNR has a CBA account
number AO, CBAS, DTA ID that is not in the CBA Module.
136 | CBA Event AO Sent after creation of a CBA amendment
created.
137 | Defense Travel System Traveler, AO Sent when an amendment generated by the
Correspondence CBA module is stamp&RETURNED.
COGNOS
37 | DTS Cognos Connection Traveler Sent when the creation of a Cognos user
User Added succeeds.
38 DTS Cognos DIBser Traveler Sent when the deletion of a Cognos user
Deleted succeeds.
39 DTS Cognos DTAdd User | Organization Sent when the creation of a Cognos user fai
Failed Admin
40 | DTS Cognos DTBelete Organization Sent when the deletion of a Cognos user fai
User Failed Admin
CONSTRUCTED TRAVEL
41 | Authorization Approved as | Traveler Sent when an A@pproved a document with
‘Limited' Limited Transportation Costs, but no
associated costs changed.
42 Authorization Approved as | Traveler Sent when an AO has approved a documen
‘Limited' Supplemental with Limited Transportation Costs. Traveler
should reviewchanges.
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DTS EMAILS

43

Voucher from Authorization
Approved as 'Limited'

Traveler

Sent the AO limits the reimbursement for
transportation costs within a voucher and
cost will not exceed the limits provided by th
AO.

44

Voucher from Authorization
Approved with DTSv@rride

Traveler

Sent when the AO permitted full
reimbursement of the original costs, after
initially limiting transportation costs in a
voucher.

45

Voucher from Authorization
Approved with AO Override

Traveler

Sent when the AO limited transportation
costs in a voucher, but permitted full
reimbursement because costs were due to
mission reasons or circumstances beyond tf
traveler's control.

TMC (Formerly CTO)

46

CTO BOOKED Natification

Traveler (or
NDEA), AO

Sent when the TMC books the reservations.
Informs traveler of the reservation itinerary
and that TMC has processed the
authorization.

47

CTO TICKETED Notificatior

Traveler, AO, RO,
TO, NDEA

Sent when TMC tickets the reservations.
Informed the traveler of the departing /
arrival airports, flight ombers, carriers,
dates, and times.

48

CTO CANCELLED Natificat

Traveler

Sent when a document is stamped CTO
CANCELLED.

49

Form of Payment Changed
on PNR

AO, TO, DTA,
Traveler

Sent when a change in the Form of Paymen
(FOP) is detected at sweeping

50

Form of Payment Changed
to GOVCC when Traveler is
not a card holder

Traveler, AO

Sent when the Form of Payment on a
Ticketed PNR is GOVCC, but traveler does
have a GTCC in their profile.

51

Ignored PNR-mail

Traveler, AO

Sent after travel when DTSasives a PNR
update for a voucher, but the authorization i
unsigned after adding or modifying
reservations.

52

Notice of Reservation Error

Traveler, DTA

Sent when the AO approves an authorizatio
that contains a preaudit identifying a GTCC
problem in the commercial reservation
system. Informs traveler that the GTCC in
their profile does not match the card
provided to the TMC.
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DTS EMAILS

53 | Notice of Reservation Error | Cardholder, DTA | Sent when an approved authorization
containing a preaudit notification identifies
an issue with the GTCC data in the
commercial reservation system. Informs the
cardholder when another traveler uses his o
her GTCC for reservations.

DEBT MANAGEMENT

54 DTS Due U.S. Notification | Traveler Sent when voucher or local voucher is Due
(Cancel) Previously titled and when a duration of 12 hours or less is
Balance Due U.S. present on the trip. The trip is then canceled
Notification- Signed by
NDEA

55 DTS Due U.S. Notification | Traveler Sent when voucher or local voucher is
(Final) proceedingwith a status of Due US

56 DTS Advice of Payment DTA Sent by the Payment Module when Advice ¢
Rejection Notification Payment received from DEBX does not mat

the voucher amount submitted.

57 | AOP Amount Does Not DTA Sent when tle Advice of Payment amount

Match the Voucher Amount does not match the voucher amount
requested.

58 Notice of Over Collection of| Traveler, AO, DTA Sent by the Payment Module if Advice of

Due US Payment(s) are received from DEBX when
traveler has overpaid.

59 | SatisfactoryRepayment of a| Traveler, AO, Sent by the Payment Module when the debt

Debt DMM is paid.
60 Notice of Collection Action | Traveler, DTA, AQ Sent by the Payment Module after collection
Email submittal to recoup the debt outstanding
from the referenced travellocument.

61 Notice to Initiate Collection | Traveler, DTA, AQ Sent by the Payment Module after the
submission of an email request to establish
the collection.

62 | Reminder of Waiver Requeg Traveler, DTA, Sent by the Payment Module to DTA when

Status DMM disposition on waiver/appeal request is not
recorded within 60 days.

63 Duplicate AOC Rejection DTA, DMM Sent by the Payment Module when Advice @

Notification Collections rejected to DEBX due to
duplication.

64 DTS Notification of Debt Travder, Sent after Positive Acknowledgment on all

(NonFACTS) AO,DMM A/R transactions and traveler is DUE US.

Defense Travel Management Office
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DTS EMAILS

65 | DTS Notification of Debt Traveler, AO, Sent after Positive Acknowledgment on all
(FACTS) DMM A/R transactions and traveler is DUE US.

66 | Supplemental Debt Traveler, AO, Sent after Positive Acknowledgment on all
Notification (FACTS only) DMM A/R transactions, trip length less than 12

hours and traveler DUE US.

67 | DTS Final Adjusting Traveler, AO, Sent by the Payment dtlule Debt
Obligation Transaction DMM Notification Email.

Reject Notice

68 | DTS Notification of Payroll | Traveler, AO, Sent by DTS when a Marine has not
Collection (MCTFS) DMM submitted a waiver request and still has an

outstanding debt after 27 days.

69 | Due US Waiver/Appeal of | Traveler Sent after recording a request for a
Debt (NoRFACTYS) waiver/remission of debt (or appeal request

in DTS.

70 | Due US Waiver/Appeal of | Traveler Sent after recording a request for a
Debt (FACTS) waiver/remission of debt (or appeal request

in DTS.

71 | Notificationof Disposition of| Traveler, AO, Sent after reviewing a request for a
Waiver/Appeal Decision DMM waiver/remission of debt or appeal and the
(Non FACTYS) disposition of the request recorded.

72 | Notification of Disposition of| Traveler, AO, Sent after reviewing a request for a
Waiver/Appeal Decision DMM waiver/remission of debt or appeal and the
(FACTS) disposition of the request recorded

73 | Notice of Collection FaitE | DMM, DTA Sent after receiving a reject on the reference
mail travel document.

DOCUMENT 8TUS

74 | Defense Travel System Traveler Sent when submitting an amendment
Correspondence voucher to the payment module with the

previous voucher ignored.

75 | DTS Warning-HIAIL-DEBX | DTA Sent when DTS has not received
Acknowledgement Has Not acknowledgment from the accounting systel
Been Received for a transaction.

76 | DTS Warning-HAIL—-DEBX | DTA Sent when DEBX has not acknowledged an
Acknowledgement Has Not obligation, a voucher or an A/R has not beel
Been Received after one calendar day from the dateitial

DTS Warning Email was sent. One email pe
organization.
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DTS EMAILS

77 | Payment Notice Traveler Sent by the Payment Module when Advice @
Payments received from DEBX for vouchers
SPPs, or NéATM Advances.

78 | Notice of Payment Return | Traveler, DTA, AQ Sent by the Payment Module when an EFT
for Invalid EFT Account Return is received from DEBX on a submittg
Information voucher or local voucher.

79 | Negative Paid to Personal | Traveler, DTA Sent by the Payment Module when amount
Account Email pai d t o pdarsormhaecduetis’ s

negative.

80 | Negative Paid to Amex E Traveler, DTA Sent when amount paid to AMEX is negativé
mail

81 | No GOVCC Accounntail Traveler, DTA Sent by the Payment Module if GOVCC
account field is blank and the document has
allocatedexpenses to the GOVCC.

82 | Signed IENTERED Notice | Traveler Sent when a NDEA stamps a voucher on th
traveler’'s beh-&NTEREDN
stamp to sign a voucher.

83 | Document Returned Notice | Traveler Sent when a Routing Official stamps a
document REURNED. Informs the traveler t
review the Routing (
adjust the document in DTS.

84 | Travel Document Approval | Traveler Sent when a voucher is just stamped

Notification APPROVED. FMS and MEPS NOTIFICATI(

85 | Defense Travel System Traveler Sent when a voucher contains the status co
Correspondence “BMAI LTRAV”

86 | Defense Travel System Traveler Sent to inform traveler that the document's
Correspondence status has changed.

87 | OCONUS Trip Notification | AO Sent when a traveler sigrs authorization

containing foreign travel.

88 | Voucher Number + Traveler Contains all of the details of the trip.

“TRI PI TI NERAH

89 | Send Voucher Split Adjuste( Traveler, DTA Send Voucher Split Adjusted Notification E
Notification Email mail.

90 | Document Edit Lock User Sent when a DTA unlocks a document via tk
Removed Document Lock Admin module. Informs the

user that the document they were currently
editing has been unlocked so that another
user can edit the document.

Defense Travel Management Office
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140 | ACTION REQUIRED Traveler, NDEA Sent when a travel order or amended order
Unsubmitted Voucher has no approved voucher. Informs the user
Notification access DTS and promptly file a voucher.

FMS and MEPS

91 FMS Rejected Disbursemen Traveler, AO Sent by the Paymemilodule when DEBX
rejects FM disbursement.

92 | FMS Funds Approved Notic{ Traveler Sent when document indicates use of FMS
funds. States that processing and payment
may take up to 7 business days.

93 Possible Delay in Payment | Traveler Sent when &NDEA signs a FMS voucher on

Due to FMS traveler’s behalf by

94 MEPS Seat Blocking Requel Traveler, AO Sent when there is a MEPS Seat Blocking
Request.

95 Notice of Inbound Recruit ODTA Sent when an AO approves a document witl

Travelers documenttypeof Accessi-Non T
Entitl ements”.

138 | Possible Delay in Payment | Traveler Sent when an AO approves an FMS

authorization.
GROUP AUTHORIZATION

96 | Individual Authorization Traveler Sent when a Group Authorizationuslocked
Unlocked from Group and individual may then cancel, amend, or
Authorization create vouchers from their authorizations.

97 Notification of Release from| Traveler Sent when releasing a traveler from a GAUT
a Group Authorization Any changes made to the Group

Authorization no longeapply to the released
documents.

98 DTS Request for Group TMC, POC Sent when the primary traveler sends
Travel Reservations preferred travel arrangements to the TMC fg

assistance in booking group travel
reservations. “REVI 9
Subiject lhe when sent more than once.

99 Request Ticketing of Group| TMC, Primary Sent to the TMC when the AO approves a

Travel Reservations Traveler, POC group authorization.
IMPORT/EXPORT (I/E)

100 | Authority to Travel Traveler Sent when an I/E documentasailable for

edit in DTS.

Defense Travel Management Office
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101 | Cancellation of Authority to | Traveler Sent when an I/E partner system revokes th
Travel authority traveler to travel and the user has
not edited the DTS document.
102 | Cancellation of Authority to | Traveler Sent when an I/E partner system revokes th
Travel After Access travel, and traveler has already edited the
DTS document.
103 | Notice of New Traveler DTA Sent when an I/E traveler has been
Assignment authorized for travel by the partner system.
104 | Cancel before IEraveler Traveler Sent when the partner system cancels the ti
Access and DTS electronically cancels the documer
No action needed by traveler.
105 | Modification After IE Traveler Sent when the partner system changes the
Traveler Access AUTH andtates the change made. Traveler
needs to adjust document according to state
changes.
106 | Modification Before IE Traveler Sent when traveler has not yet entered the
Traveler Access document. The new data replaces the Origin
AUTH.
107 | Modification Befaoe IE Traveler Sent when change from the partner system
Traveler Signed has changed data. Traveler needs teerger
to update removed travel details.
108 | LOA Modifications Applied | Traveler Sent when the partner system changes the
LOAC(S).
MISCELLANEOUS
109 | Government Travel Charge | Traveler Sent when traveler's charge card will expire
Card Will Expire Soon within 30 days.
110 | Cross Organizational Cross Org DTA Sent when user creates new Cross Org for
Funding LOA funding in DTA Maintenance.
REJECT
111 | DEBX RejectfRail Traveler, DTA, AQ Sent by the Payment module when a reject
received from DEBX for vouchers, SPPs, or
Non-ATM Advances or local vouchers.
112 | DEBX RejecttRail for Traveler, AO, DTA Sent when a reject is receivémdm DEBX that
Manual Intervention maps to multiple authorizations.
113 | Accounts Receivable Rejecf AO, DMM Sent by the Payment module when a reject
Notice received from DEBX on a submitted A/R
transaction.

Defense Travel Management Office
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114 | Accounts Receivable Reject AO, DMM Sent bythe Payment module when a reject ig
Reminder Notice received from DEBX on a submitted accoun
receivable transaction for more than 30 days

115 | Payment Rejected Traveler, DTA, AQJ Sent by the Payment module when a reject
received from DEBX.

116 | Archive Rejectdmail Archive Sent by the Payment module when a reject
received from DEBX that maps to multiple
authorizations.

141 | DTS Payment Rejected Traveler, AO, DTA Sent by the Payment module when a reject
received from DEBX. Note: 201 Exact Error
Message: rejeabnly occurs on the voucher o
local voucher. Specialized Action required fq
resolving the reject.

142 | DTS Payment Rejected Traveler, AO, DTA Sent by the Payment module when a rejectg
is received from DEBX. Note: Reject Code(s
032
Reject Description(sMissing/Invalid
Project/Sub Project Reject.

REPORT

117 | Notify User of MIS Report | User Sent when a MIS Report is created and

Generated available for download through: Budget
Reports menu > Download menu bar.

118 | Completion Notification for | User Sent when a Target Adjustment or Budget
the TargetAdjustment or Balance report is created and is available fo
Budget Balance Report download through Budget Reports menu >

Download menu bar.
119 | Completion Notification for | User Sern after creation of the Total Obligations
the Total Obligations Report Report request and the report is available fo
download through: Budget Reports menu >
Download menu bar.
120 | DTS Report Unable to Traveler Sent when a report has failed.
Complete

121 | Transaction Report Ready | User Sent when Transaction Report is ready for
Notification user to review.

122 | Adjustment Report Ready User Sent when Adjustment Report is ready for
Notification user to review.

ROUTING OFFICIAL

Defense Travel Management Office
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123 | Travel Document(s) Are RoutingOfficials Sent when one or more travel documents
Ready for Your Review is/fare awaiting review.

124 | Voucher Awaiting Attention | Routing Officials | Sent when a voucher is awaiting the stamp

a routing official in a routing list.
SCHEDULED PARTIAL PAYMENT (SPP) and ADVANCE

125 | DTS Scheduled Partial Traveler, DTA, AQ Sent by the Payment adule when the
Payment(SPP) De corresponding obligation received a negativ
Scheduled acknowledgment.

126 | DTS SPP Submission Delay Traveler, DTA, AQ Sent by the Payment module when thase
Notice no acknowledgment of theorresponding

obligation and 2sourshas passed since the
de-scheduled date.

127 | Notice of Partial Payment | Traveler, DTA, AQ Sent by the Payment adule when an EFT
Return for Invalid EFT Return is receivettfom DEBX on a submitted
Account Information SPP transaction.

128 | Notice of Travel Advance Traveler, DTA, AQ Sent by the Payment odule when an EFT
PaymentReturn for Invalid Return is received from DEBX on a submitte
EFT Account Information ADV transaction.

129 | NonATMAdvance Traveler, DTA, AQ Sent by the Payment module when there is
Submission Delay Notice no acknowledgment of theorresponding

obligation and 2sourshas passed since the
de-scheduled date.

130 | AdvanceDescheduled Due | Traveler, AO, DTA Sentwhen the corresponding obligation
to NegAck received aNegAck

131 | DTS Acknowledgement Traveler, AO, DTA Sent when a Nefckis receivedor an
Reject Notice obligation, voucheror A/R.

132 | Advance Account Mismatch| Traveler Sentby the Payment rmdule whenaccount
Email on an advance does not match the system

account information.
SELREGISTRATION

133 | SelfRegistration Rejected New Traveler Sent whera selfregistration request is not
Notification accepted. Email includes actions required fg

acceptance.

134 | Traveler Self Registration DTA Sent when a traveler submits a request for
Request selfregistration. TheDTA should review it

and accept or rejedt.

135 | SelfRegistration Accept New Traveler Sent whera DTA accepts th®elfRegistration
Notification traveler profileinto DTS.

Defense Travel Management Office
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Note: The email texts included do not attempt to duplicate the formatting DTS uses. Instead, it strives to inform
you about DTS messages. In doing so, the following-colie items appear (assuming you view the page in
color):

1 Bleack textis text that always appears as written.

1 Yellow highlighted texshows variable text that DTS will fill in. It is preceded or enclosed by machine
code (i.e., <>, $, ~, %,> that does not appear in the actual email.

1 Green highlighted texindicates options that DTS will select from, depending on the specific situation,
or that only appear if certain conditions exist.

A GENERAL DISCLAIM®Ren URLs change, DTS may not immediately reflect the updated UBh thigh

happens, we allow thidocumentto continue to reflect the actual text of the email DTS sends, but we also add
a note similar this one beneath the erhtext, to show the correct URNote: There may be more than one
incorrect link in an email.

Note: The email that DTS sends (above) contaims or moreincorrect links. Uhtil the email is
updated in DTS, use tliellowing instead:

Forhttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jspise
https://www.travel.dod.mil/Training/and search for the document you need.

Defense Travel Management Office 15
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1. DTS Authorization Audit Failure Notice
SUBJECDefense Travel System Authorization Audit Failure Notice!

Dear draveler Nameg,

Your Document Type was stampedStatus> by Status Name Travel authorization numbeTANUM- did
not pass audit, and cannot be completed. Audit failure of your Travel Authorization was due to:

<AuditBIk>

TRAVELER ACTIONS NEEDED:

Review tle comments listed above regarding yoibetumentType> document<VoucherNumber-.
Log into DTS and make any necessary changes tothanent.

NOTE: Documents stamped Audit Fail can be amended or adjusted by selecting the amend link located next to
<Document Type> document ¥oucher Numbes.

To log into DTS, select the following lihitps://www.defensetravel.osd.mil

For DTS document processing assistance, please refer to the Document Processingrihaukiaining
Materials Module, which can be locatedtdtp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jsp

Please contact your site Defense Travel Administratpgfiestions regarding your travel document.

Note: The email that DTS sends (above) contams or moreincorrect links. Uhtil the email is
updated in DTS, use the following instead:

Forhttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jspse
https://www.travel.dod.mil/Training/and search for the document you need.

Defense Travel Management Office 16
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2. Voucher Failed Audit
SUBJECDefense Travel System Voucher Audit Failure Notice!

Dear <Traveler Name>,

Your Document Type was stampedStatus> by Status Name. Travel authorization numbeiT ANUM> did
not pass audiand cannot be completed. Audit failure of your Travel Voucher was due to:

<AuditBIk>

TRAVELER ACTIONS NEEDED:

Review the comments listed above regarding yaDbeumentType> document<VoucherNumber-.
Log into DTS and make anyceesary changes to tloocument.

NOTE: Documents stamped Audit Fail can be amended or adjusted by selecting the amend link located next to
<Document Type document ¥oucher Numbes.

To log into DTS, select the following lihitps://www.defensetravel.osd.mil

For DTS document processing assistance, please refer to the Document Processing Manual in the Training
Materials Module, which can be locatedtdtp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jsp

Please contact your site Defense Travel Administrator for questions regarding your travel document.

Note: The email that DTS sends (above) contaims or moreincorrect links. Lhtil the email is
updated in DTS, use the following instead:

Forhttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jspise
https://www.travel.dod.mil/Training/and search for the document you need.
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3. Confirmed Reservations Auto-Cancelled Notification
IJBJIECTConfirmed Reservations Cancelled

Your authorization nameddocument name contained new or changed commercial reservations that have

were cancelled due to the lack of the SIGNED stamp on the authorization. Only the new or changed reservations
in this document were cancelled. Reservations previously selected, stamped SIGHEt asmain in this

document were not autecancelled. If you still need to travel on the unsigned and cancelled reservations, please
adjust/amend the document and reelect the commercial reservations, Government Privatized, and/or
Government DoD lodgingservations and create a new reservation. If your TDY was cancelled, follow the
appropriate cancellation procedure. Please visit the DoD Travel Training and Resource Center at
http://www.defensetravel.dod.mil/site/training.cfm and view the Document Presimg Manual fohelp with

either procedure.

To log into DTS, select the following lihitps.//www.defensetravel.osd.milPleasedo not reply to this email.

Note: The email that DTS sends (above) contaims or moreincorrect links. Lhtil the email is
updated in DTS, use the following instead:

Forhttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jspise
https://www.travel.dod.mil/Training/and search for the document you need.
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4. Sign Document to Prevent Auto-Cancel Notification
SUBJECURGENT! DTS Action Required

You have made new or changed travel reservations, but not signed your DTiZaitbn named $CHNUM

Please log into DTS laittps:// www.defensetravel.osd.mtb sign your authorization immediately or your new or
changed travel reservations will be cancelled.

Any reservations thawvere previously selected, stamped SIGNED and remain in this document will not be auto
cancelled.

Please daot reply to this email.
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5. IMMEDIATE - AUTO PNR CANCELLATION FAILURE ALERT
SUBJECTMMEDIATEAUTO PNR CANCELLATION FAILURE ALERT

Traveler: $ullName SSN: $SN Document: $ocName Org: $Org/ GDS: DS CTO: £€TQ PCC: BCQ
$failedPnrs

To log nto DTS, select the following lintkitps://www.defensetravel.osd.mil
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6. Urgent! DTS Action Required
SUBJECURGENT! DTS Action Required

The Authorization / Amendment fortraveler name named document name, document number RANUM-

has not been approved. Immediate Action is required to APPROVE the aatiooriar any new or changed
reservations will be cancelled. Only the new or changed reservations in this document will be cancelled. Any
reservations that were previously selected, stamped SIGNED and remain in the document will not-be auto
cancelled.

Pleag do not reply to this email.
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7. Defense Travel System Travel Document Cancellation Notice

SUBJECDocument Cancellation Notice

Dear NAME

Your OCTYPamed $DOCNAME with authorization numb&ASiUMwas stamped CANCELLED by
$STATNAME

To log into DTS, select the following lihitps://www.defensetravel.osd.mil.

For assistance with DTA processes, policies and procedures, please refer to the Training Materials Module,
which can be located dittp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jsp

Note: The email that DTS sends (above) contaims or moreincorrect links. Lhtil the email is
updated in DTS, use the following instead:

Forhttp://www.defensetravel.csd.mil/dts/site/trainingmanuals.jspuse
https://www.travel.dod.mil/Training/and search for the document you need.
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8. DTS Overpayment E-MAIL - Canceled Trip Contains a Non-ATM Advance
SUBJECDTS OverpaymentMAIL- Canceled Trip Contains a NaifMAdvance

Dear$NAME

Your OCTYPamed / CHNUMwith authorization number SANUMwas stamped CANCELLED by
$STANAME

To log into DTS, select the following lihitps://www.defensetravel.osd.mil

For assistance with DTA processes, policies and procedures, please refer to the Training Materials Module,
which can le located athttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jsp

Note: The email that DTS sends (above) contaims or moreincorrect links. Lhtil the email is
updated in DTS, use the following instead:

Forhttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jspise
https://www.travel.dod.mil/Training/and search for the document you need.
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9. Notification to AO Confirmed Reservations Auto-Cancelled
SUBJECTMNGatification to AO Confirmed Reservations Aancelled

YourAuthorization / Amendment named\CHNUM contained new or changed commercial reservations that

have been cancelled due to lack of approval by the AO. Only the new or changed reservations in this document
have been cancelled. Any reservations that were previously approved and remain in tireatdovere not
auto-cancelled. If you still need to travel on the newohianged reservationgleaseadjust/amendthe
documentandre-selectthe commerciakeservationsApproval is necessary. If your TDY has been cancelled,
please follow the appropriateancellation procedure. Pleasesitthe DTSTravelCenterat

https:// www.dtstravelcenter.dod.miindviewthe DocumentProcessing Manual for help with eithprocedure.

Please do not reply to thismail.
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10. Cancellation Request for Group Travel Reservations to CTO
SUBJECRequest Cancellation of Group Travel IGreuplD>

Request CTO assistance in canceling group travel reservations. The travel arrangements were previously booked
under CTO Group IDGTQGID&. The travelers are listed below. If there are any questions or additional
information is neededplease contact the POC below.

POC: £0@& Phone: £OCPHONE Email: 8POCEMAIIK
Primary Traveler: ZRAVELERNARIE Phone: #TRAWPHONE Email: 8PTRAMEMAIIL
Document:&DOCUMENTNAME

Travelers: IUMTRA¥

DTS Group ID:GROUPI®R

Start Location: &STARTO@. &STARDATE

Locationl: &LOC& &LOCIDATE

Remarks: @EMARKZ & REMARKSR

Travel Group:

NAME SSN  SEATINGMOKE

&TRAVGRR

Preferred transportation and lodging arrangementSRANSRODGIN&

Please do not reply to this email.

Defense Travel Management Office 25



DTA Manual, Appendix E: DTS Emails May 20, 2022

11. Auto-approval of CBA Amendment
SUBJECRuto-approval of CBA Amendment

The Transportation Officer has initiated a OBAendment for fraveler last nametraveler first name on<DTS
documentname> for <dollaramount> basedon receiptof the CBAnvoicefrom the chargecard vendor. The
amendment is necessary to account for a cost difference on a previously approvedtaaion.

In order to allow timely payment of the CBA invoice, this amendment action will be systematically approved
unlessyoutake actionto Returnthe travel documentwithin <systemconfigurablenumberof hours> hours of
the date and time of thig-mail.

To log into DTS, select the following lihitps://www.defensetravel.osd.mil
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12. Error Establishing Connection to the Mailbox
SUBJECError Establishing Connection to the Mailbox

Date/Time:<date/time>
Mailbox Namegmailbox name

DTSwvasnot ableto establisha connectionto the mailbox. Pleaseake the necessanactionto correct the
problem andretransmit.
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13. Invalid User Name and Password
SUBJECThvalid User Name and Password

Date/Time:<date/time>
Mailbox Namegmailbox name

CBA received a message indicating that an invalid user name and password combination was used while logging
in to the CCV mailbox. Contact the CCV help desklatne number> to request the correct password.
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14. Error Retrieving Invoice from Mailbox

SUBJECError Retrieving Invoice File from Mailbox

Date/Time:<date/time>
Mailbox Namegmailbox name

DTS was not able to retrieve invoice fifdename> from the mailbox. Please take the necessatjon to
correct the problem and retransmit.
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15. CBA Invoice has been Paid
SUBJECTBA Invoice has been Paldformation to

DTS has received naotification that the below refezeCBA invoice has been paid.
Account Number: sccount number

Date of Payment: date of payment

CCV Invoice NumberC€V invoice number

Optional Action: N/A

To log onto DTS, select the following lihkps://www.defensetravel.osd.mil

Help: Access the DTS Centrally Billed Account (CBA) Reconciliation User's Manual at

http:// www.defensetravel.dod.mil/Sections/RL DocLib.cfm

Note: The email that DTS sends (above) contaims or moreincorrect links. Lhtil the email is
updated in DTS, use the following instead:
Forhttp://www.defensetravel.osd.mil/Seatins/RL_DocLib.cfase

https://www.travel.dod.mil/Trainingland sear ch f or CBA User’'s
https://media.defense.gov/2022/May/11/2002995243//-1/0/CBA USERS MANL.PDF
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16. CBA Invoice Rejected by GEX
SUBJECTBA Invoice Rejected by GEX

Account Number: account number

Date Certified: date certified

Date Rejected: date rejected

Invoice Number: ®voice number

XML File Name: XML file name

TheGEXejectedthe abovereferencedCBAinvoice.Pleasdake correctiveactionandretransmitthe invoice.

To log onto DTSelect the following linkhttps://www.defensetravel.osd.mil
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17. CBA Invoice Returned to Unmatched
SUBJECTBA Invoice Returned to Unmatched

Account Number: account number
Date Returned: gate returned>
Invoice Number: ®voice number
XML FileName: XML file name

DTS has determined that the certified CBA invoice file indicated above is out of balance (details records do not
equal total record). The invoice has been returned to your unmatched invoices section for correction and re
certification

Please contact the DTS FHelp Desk to resolve the problem before attempting tecegtify the invoice. A
copy of this reject email should be included with your communication with the Help Desk. To log onto DTS,
select the following linkhttps://www.defensetravel.osd.mil
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18. CBA Invoice Rejected by Archive/MIS
SUBJECTBA Invoice Rejected by Archive/MIS

Account Number: account number

Date Rejected: date rejected

Invoice Number: ®voice number

XML File NameXdML file name

The Archive/MIS rejected the above reference XML file. Please regenbeafiéet
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19. Invoice Response Status from Archive/MIS is Missing

SUBJECThvoice Response Status from Archive/MIS is Missing

Account Number: account number
Date Rejected: date rejected
Invoice Number: ®voice number
XML File NameXdML file name

The Archive/MIS invoice response status is missing.
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20. CBA Account Deleted
SUBJECTBA Account Deleted

The CBA accountecount number was deleted from the DTS CBA Module date> by <user name-.
Thefollowing remarks were entered prior to deletion:

<deletion comments
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21. Duplicate CCV Invoice
SUBJECDuplicate CCV Invoice

Account Number: account number
DateReceived<date received>
Invoice Number: ®voice number
XML File NameXdML file name

DTS has received the above referenced invoice. DTS examined the invoice number and has determined that this
invoice is a duplicate.
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22. Error Parsing Invoice File
SUBJECError Parsing Invoice File

Date/Time: date/time>
Mailbox Name: mailbox name
File Name: fle name>

DTS has determined that the above invoice file was not in TMC format. Please take the necessary action to
correct the problem and retransmit.
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23. Invoice Not PPA Compliant
SUBJECThvoice Not PPA Corigmt

Account Number: account number

DateReceived<date received>

Invoice Number: ®voice number

File Name: fdle name>

DTS has determined that the above referenced invoice does not contain the following PPA data elements:
<missing elements

Please take corrective action and retransmit the invoice.

To log onto DTS, select the following lihktps://www.defensetravel.osd.mil
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24. Invoice Total Mismatch
SUBJECThvoice Total Mismatch

Account Number: account numbesr
DateReceived<date received>
Invoice Number: kavoice number
File Name: fle name>

DTS has determined that the total amount billed does not equal the sum of the line items in the above
referenced invoice.

Total Amount Billed: @mount billed>
Sum of Line ltemsssum of line items

Please correct the problem amdtransmit.

To log onto DTS, select the following linkps://www.defensetrave.osd.mil
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25. Unknown CBA Account
SUBJECUnknown CBA Account

Account Number: &ccount numbesr
DateReceived<date received>
Invoice Number: l®dvoice number

DTS has received a CBA invoice for the above referenced account. No such account exists in DTS. Please
determine if the account is valid. If the account is valid, create the account and restaige tiee for
reconciliation. If the account is not valid, reject the invoice back to the CCV.

To log onto DTS, select the following linkps://www.defensetravel.osd.mil
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26. Duplicate Line Item
SUBJECDuplicate Line Item

Account Number: account numbesr
DateReceived<date received>
Invoice Number: kavoice numbep
File Name: fle name>

DTS has rejected the invoice because a duplicate line item with reference nurebenerdce number was
found in the above referenced invoice. Please review and revise the invoice as necessary and resubmit the
invoice toDTS for payment processing.
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27. Unreconcilable CBA Account
SUBJECTUnreconcilable CBA Account

Account Numkr: <account number

Date Received:date received

Invoice Number: ®voice number

DTS Reconciliatiddtatus Flag:status flag:
Date Status Flag Setate flag set

DTS has received an invoice for the referenced CBA account. The account nurahéy it the reconciliation
flag on DTS indicates the account is not reconcilable by DTS. Please validate that the recoffiei)j&tiest
correctlyfor the CBAaccount,resetthe reconciliationflagif it not setcorrectly, and restage the invoicerfo
reconciliation. If the account is not reconcilable by DTS, reject the invoice back to the CCV and/or delete the
invoice from the CBAodule.

To log onto DTS, select the following lihkps://www.defensetravel.osd.mil
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28. CBA Invoice is Reconciled
SUBJECTBA Invoice is Reconciled

Account Number: &ccountnumber>
Date Received:date received
Invoice Number: l®dvoice number

The above referenced CBA invoice is reconciled and ready for your review. To log onto DTS, select the following
link: https://www.defensetravel.osd.mil
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29. CBA Invoice is Ready for Acknowledgement/Certification
SUBJECTBA Invoice is Ready For Acknowledgement / Certification

Account Number: &ccount numbesr
Date Received:date received
Invoice Number: l®dvoice number

The above referenced CBA invoice is system reconciled and ready for your review. To log onto DTS select th
following link:https://www.defensetravel.osd.mil
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30. Invoice Not Ready for Reconciliation

SUBJECTnhvoice Not Ready For Reconciliation

Account Number: &ccount numbesr
Date Received:date received

The above referenced CBA invoice is held for reconciliation because the previous month invoice has not been
certified or locked.

To log onto DTS, select the following lihitps://www.defensetravel.osd.mil
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31. Duplicate Transaction (Line Item)
SUBJECDuplicate Transaction (Line ltem)

Duplicate Transaction (Line Iltem) Account Numbacceunt number
Date Received:date received
InvoiceNumber: €nvoice number

A duplicate transaction was found for the CBA Invoice based on previously reconciled and paid trangdasions.
transactionis Unmatchedwith a duplicateclassificationPleasereviewandtake the appropriateactions.
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32. CBA Invoice Rejected by Vendor Pay System
SUBJECTBA Invoice Rejected by Vendor Pay System

<OSH Record statuemarks>
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33. Invalid DTS CBA Account
SUBJECThvalid DTS CBA Account

Account Number: &ccount numbesr
DateReceived: date receivec
Invoice Number: l®dvoice number

To log onto DTS, select the following linkps://www.defensetravel.osd.mil
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34, Notice of Delinquent CBA Invoice E-mail
SUBJECDTS Acknowle@gnent Delay Notice

DTS has not received acknowledgement from the Vendor Ragrsyfor the following invoie:
CBA Account NumberCbaAccN»

Certification Date: €ertDate

CBA Invoice NumberiryNo>

PPA Start Date:PpaStartDate

Invoice Amount: ¥otalAmt-

Dateand Time of Invoice SubmittalStatusDag>

An acknowledgement from DEBX/Vendor Pay is still onitstey. To ensure compliance with the Prompt Pay
Act, please take action to contact Vendor Pay to validate that the submitted invoice was received and processed.

Please do not respond to thismaail.
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35. CBA Amendment Requires Additional Funding
SUBJECTBAAmMendment Requires Additional Funding

An amendment initiated by the DTS CBA Transportation Officetrireter last nametraveler first name for
<travel document name has failed aut@pproval due to insufficient funds in the Budget Item(s) or because
there was no budget item(s) for the associated LOA.

Please contact yolkDTAor additional fundsandmap | v t he “ Approved’ stamp as

To log into DTS, select the following lihkps://www.defensetravel.osd.miPlease do not reply to this email.
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36. Unrecognized CBA Account Number
SUBJECDefenselravel System (DTS) Unrecognized CBA Account Number

DTShasidentified a CBAform of paymentin the PNRreturned from the CTCQthat doesnot existin the DTS CBA
module.

Traveler: &raveler name

Organization: erganizatiorr

Document Name: document name

TANUM: FANUM

PNR Read Locator<PNR locator

FOP/CBA AccountN <Masked credit card number
Stamp: <to status stamp>

The PNR from the CTO contains a CBA account number (identified above) for air or rail reservations that is not in
the DTS CBA module. The travel document cannot be approved unless the account number is added in CBA and
available to the travier's organization.

A separate amail has been sent to the traveler, AO, TO, and DTA ID to notify them of the issue. To log into DTS,
select the following linkhttps://www.defensetravel.osd.mil

Pleasalo not reply to this email.
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37. DTS Cognos Connection - User Added
SUBJECDTS Cognos DTS Add User Notification

$TravelerNameWelcome to DTS Cognos. Your profile has been changed so that you now have access to the DTS
Cognos reporting tool. You can access this tool from your personal home page at the Reports tab. Your Cognos
user account is numberaccount numler>. This will display as your user name in the Cognos displays. You are

not required to use or enter this number; it is for display purposes only.

Youraccount was created because your DTS profile was just changed and meets the &bogse<riteria:
“ @oosA c ¢ dmalisatoris Yesin your DTSprofile. If this acces<riteriais changedo Noor your DTS profile
was removed from DTS, you will receive anothetice.

Defense Travel Management Office 52



DTA Manual, Appendix E: DTS Emails May 20, 2022

38. DTS Cognos DTS - User Deleted
SUBJECDTS Cognos DTS Delete User Notification

$TravelerName
Your profile has been changed so that you no longer have access to the DTS Cognos tepbrting

Your account was removed because your DTS profile was just changed and no longer meets the Cognos access
criteria: “Cognos Access” Indicator must be Yes in
issue with this action. If yourTs profile is changed such that it meets this access criteria, you will receive

another notice.
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39, DTS Cognos DTS - Add User Failed
SUBJECDTS Cognos DTS Add User Failed Notification

May 20, 2022

Failed to add user accounP@sswdldor DTS user®avelerName

Cognos Record IDC#gnosUserQueueld
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40. DTS Cognos DTS - Delete User Failed
SUBJECDTS Cognos DTS Delete Usdedralotification

May 20, 2022

Failed to delete user accounP@sswdldor DTS userTfavelerName

Cognos Record IDC#ynosUserQueueld
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41. Authorization Approved as 'Limited’
SUBJECRuthorization Approved as 'Limited'

Dear NAME

Your$DOCTYPEas stampedSTATUBY $SSTATNAMH ravel authorization numbesTANUM The OCTYPE
was$STATUS s “Li mi t ed” .

Therefore reimbursement of transportation related expenses and associated per diem will be adjusted to not
exceed the limits pvided by the Authorizing Official.

If your document contained Advances or Scheduled Partial Payments, this change did not affect any of the
associated costs.

Pl ease review your document for any changes rel ated

To g into DTS, select the following lifktps://www.defensetravel.osd.mil

For DTS document processing assistance, please refer to the Document Processing manual in the Training
Materials Module, which aabe located ahttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jpg

Please contact your site Defense Travel Administrator for questions regarding your travel ddcume

Note: The email that DTS sends (above) contaimes or moreincorrect links. Lhtil the email is
updated in DTS, use the following instead:

Forhttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jspise
https://www.travel.dod.mil/Trainingand search for the document you need.
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42. Authorization Approved as 'Limited’ Supplemental
SUBJECRuthorization Approved as 'Limited'

Dear NAME
Your POCTYPRas stamped $TATUBy $STATNAMHE ravel authorization number
$TANUM

The OCTYPEas STATUS s “ L i mi t e, ceiimburs@nter of &angportation related expenses and
associated per diem will be psted to not exceed the limits provided by the Authorizing Official.

If your document contained Advances or Scheduled Partial Paynyenisvill need to review the document for
these cost changes.

Please review your document for any changes related td'tteel | owed” costs for your t

To log into DTS, select the following lihkps://www.defensetravel.osd.mil

For DTS document processing assistance, please refer to the Document Processing mhaedakining
Materials Module, which can be locatedl#tp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jpg

Please contact your site Defense Travel Administratogé@stions regarding your travel document.

Note: The email that DTS sends (above) contaims or moreincorrect links. Uhtil the email is
updated in DTS, use the following instead:

Forhttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jspise
https://www.travel.dod.mil/Trainingand search for the document you need.
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43. Voucher from Authorization Approved as ALimitedo

SUBJECYoucher from Authorization Approved as 'limited'

Dear NAME
Your POCTYPEas stamped $STATUBY AO STATNAMHE ravel authorization number
$TANUM

The POCTYPEas STATUS s “ L i mi t e, ceimbursdntert of édnspoeton related expenses and
associated per diem will be adjusted to not exceed the limits provided by the Autho@#ical.

Pl ease review your document for any changes rel ated

To log into DTS, select the followilmgk: https://www.defensetravel.osd.mil

For DTS document processing assistance, please refer to the Document Processing manual in the Training
Materials Module, which can be locatedtdtp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jpg

Please contact your site Defense Travel Administrator for questions regarding your travel document.

Note: The email that DTS sends (above) contaimes or moreincorrect links. Uhtil the email is
updated in DTS, use the following instead:

Forhttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jspise
https://www.travel.dod.mil/Training/and search fothe document you need.
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44. Voucher from Authorization Approved with DTS Override
SUBJECYoucher from Authorization Approved with DTS Override

DATE: &ODA%

FROM: Defense Travel System TD:EMAII&

Dear SNAMER,

Your&DOCTYREwas stampe&STATUS by AO&STATNAME Travel authorization number BANUME..

The 8DOCTYREwWas &TATUS with a DTS Over Ride of thamited Reimbursement Baseline Costs. Because
transportation costs are nereimbursable, the Authorizing Official's option to limit reimbursement does not
apply and adjustments were made to your document for the reimbursement costs.

Pl ease review your document for any changes rel ated

To log into DTS, select the following lihkps://www.defensetravel.osd.mil

For DTS document processing dssise, please refer to the Document Processing manual in the Training
Materials Module, which can be locatedftp://www.defensetravel.osd.mil/dts/siterainingmanuals.jpg

Please contact yausite Defense Travel Administrator for questions regarding your travel document.

Note: The email that DTS sends (above) contaims or moreincorrect links. Uhtil the email is
updated in DTS, use the following instead:

Forhttp://www.defensetravel.osl.mil/dts/site/trainingmanuals.jspuse
https://www.travel.dod.mil/Training/and search for the document you need.
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45, Voucher from Authorization Approved with AO Override
SUBJECYoucher from Authorization Approved with AO Override

DATE: &ODA%

FROM: Defense Travel System TD:EMAII&

Dear SNAMER,

Your&DOCTYREwas stampe&STATUS by &STATNAME Travelauthorization number FZANUME..

The 8DOCTYREwWas &8TATUS with an Over Ride of the Limited Reimbursement Baseline Costs due to mission
reasons or circumstances beyond the travelers confrbk Limited Reimbursement no longer applies and
adjustments were rade to your document for the reimbursement costs.

Pl ease review your document for any changes rel ated

To log into DTS, select the following lihkps://www.defensetravel.osd.mil

For DTS document processing assistance, please refer to the Document Processing manual in the Training
Materials Module, which can be locatedl#tp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jpg.

Please contact your site Defen$ravel Administrator for questions regarding your travel document.

Note: The email that DTS sends (above) contaims or moreincorrect links. Uhtil the email is
updated in DTS, use the following instead:

Forhttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jspise
https://www.travel.dod.mil/Training/and search for the document you need.
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46. CTO BOOKED Notification
SUBJECDefense Travel System (DTS): Commercial Travel Office (CTONStHicestion— CTO BOOKED

Dear 4raveler name,

Your travel authorization nameddlocument name has been pcessed by the Commercial Travel Office (CTO)
and forwarded to your authorization official (A@ electronic ticket will be issued three (3) business days
before departurefrom the originating airportlf you require your ticket earlier than the standa® business

days, please notify the CTO after you receive approval from your AO.

/[Note: There are two similar emails. The one you receive may have a somewhat longer version of the above
text, though it essentially says the same thing.//

The CTO booked gment(s) are listed below.
AIR TRANSPORTATION

DATE TIME FLIGHNUMBER ORIGINATION/DESTINATION
<depdate> <deptime> <flight nurm> <dep airport/<arr airport-
RENTAL CAR

DATE LOCATION COMPANY TYPE VEHICLE

<pickup> <ocatior> <rental agency <vehicle type

LODGING

DATES LOCATION COMPANY

<checkir» <checkout  <airport abbr <hotel name>

Please review the above authorization information for accuracy. If the information is not correct, contact your
CTO and AO immediately.

To log into DTS, select the following lihkps://www.defensetravel.osd.mil

For DTS document creation training, please refer to the Document Processing Manual in the Training Materials
Module, which an be located ahttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jsp

Note: The email that DTS sends (above) contaims or moreincorrect links. Uhtil the email is
updated in DTSuse the following instead:

Forhttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jspise
https://www.travel.dod.mil/Training/and search for the document you need.
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47. CTO TICKETED Notification
SUBJECDefense Travel System (DTS): CommeFciadel Office (CTO) Status NotificatiddTO TICKETED

Dear 4raveler name,

The Commercial Ticket OfficTO) has ticketed your travel authorizatiatosument name. Normally this is an
electronic ticket unless the Airlines require a paper ticket to be used. In that case, the Commercial Travel Office
will provide you the ticket. If you want a paper ticketease notify your Authorizing Official (AO), as optional

paper tickets will result in additional processing fees.

The CTO TICKETED segment(s) are listed below.

DATE TIME FLIGHNUMBER ORIGINATION/DESTINATION
<date> <time> <flight number <orig airport/<dest airport
COMMENTS FROM TEEO:

RENTACARCOMMENT Ssrental car comments

LODGING COMMEN¥®®dging comments

RAIL COMMENT®ail comments

Please review the above authorization information for accuracy. If the information is not correct, contact yo
CTO and AO immediately.

To log into DTS, select the following lihkps://www.defensetravel.osd.mil

For DTS document creation training, please refer to the Document Processing Manual in they Maitinals
Module, which can be located http://www.defensetravel.osd.mil/dts/sitetrainingmanuals.jsp

Please contact your site Defense Travel Administridpquestions.

Note: The email that DTS sends (above) contaimes or moreincorrect links. Uhtil the email is
updated in DTS, use the following instead:

Forhttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jspse
https://www.travel.dod.mil/Training/and search for the document you need.
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48. CTO CANCELLED Notification
SUBJECDefense Travel System (DTS): Commercial Travel Office (CTO) Status NotiGFalicBANCELLED

Dear 4raveler name,

Yourtravel authorization document name has been cancelled. If you were issued a ticket, be aware that it has
a monetary value, which belongs to the Govesmh Electronic tickets are processed for refund by the CTO at
time of cancellation. If you were issued a paper ticket, you must return it to the CTO to begin the refund process.

Please review the above authorization information for accuracy. If the irdtom is not correct, contact your
CTO and AO immediately.

To log into DTS, select the following lihitps://www.defensetravel.osd.mil

For DTS document creation training, please refer to the Documerdessing Manual in the Training Materials
Module, which can be located http://www.defensetravel.osd.mil/dts/sitefrainingmanuals.ijsp

Please contact your site Defense Travel Administrator for questions.

Note: The email that DTS sends (above) contamsor moreincorrect links. Lhtil the email is
updated in DTS, use the following instead:

Forhttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jsmse
https://www.travel.dod.mil/Training/and search for the document you need.
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49. Form of Payment Changed on PNR
SUBJECDefense Travel System (DTS) Form of Payment Has Changed

DTS has identified a change in the form of payment for the air or rail reservation in the PNR returned from the
CTO fothe document below:

Traveler: #raveler name
Organization: erganizatiorr
Document Name: document Name
TANUM: SANUM-

PNR Record LocatoPNR locator
Stamp: CTO TICKETED

The booked or ticketed information returned from the CTO indicates a diffenetihod ofpayment (account
number) than submitted. The request was submitted peexious pay method and the booked or ticketed
information indicates rew paymethod>.

Please verify the method of payment charged by the CTO and ensure the travel doaarrently reflects the
actual method of payment prior to voucher signing and approval. Failure to indicate the correct method of
payment could lead to an error in reimbursement and a DUE US condition.

In addition, the CTO Fee should be verified as it shalways have the same method of reimbursemasthe
air or rail reservationsForexample,if the air or railis CBAthe CTCOFeeshould also be CBA,; if the air or rail is
GOVCC, the CTO Fee shoul&Gkr/CC.

To log into DTS, select the following lihkps://www.defensetravel.osd.milReplies to this message are
undeliverable. Please do not reply.
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50. Form of Payment Changed to GOVCC when Traveler is not a card holder
SUBJECDefense Travel System (DF8)m of Payment Needs Verification

Please verify the form of payment fotraveler name in travel documet <document name, <TANUM. If the

form of payment is incorrect, ensure your GOVCC is loaded in your profile. If your profile does not have the
GOVCC loaded, you may need to contact your DTA to have your profile/ document updated to reflect your
GOVCC farse as the form of payment. You may also need to contact the CTO if the form of payment should be
different than what is in the document.

Tolog into DTS, select the following lifktps://www.defensetravel.osd.miIREPLIES TO THIS MESSAGE ARE
UNDELIVERABLE. PLEASE DEERYT.
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51. Ignored PNR E-mail
SUBJECDefense Travel System (DTS) Unexpected PNR Rec&lRl IGcator)

<f document has been vouchersd’he CTO (commercial travel office) has returned a copy of the reservations
to DTS after a voucher has been created for the tripwelo

<if document is in CTO SUBMIT Statlife CTO (commercial travel office) has returned a copy of the
reservations to DTS, but the authorization has not been signed after reservations were added or modified for
the trip below:

<if travel iIs complete TheCTO (commercial travel office) has returned a copy of the reservations to DTS after
travel has been completed for the trip below:

Traveler: #raveler name

SSN: masked SSN

Organization: erganizatiorr
Document Name: @ocument name
TANUM: ¥ANUM-

PNR Rexrd Locator: NR locator

DTS has compared the arrangements in the PNR amddtacted one or more changbkst cannot

automatically post changes to the authorization. You may want to contact the CTO to determine the reason for
returning the reservationto DTS. You will need the PNR (passenger name record) locator listed above when you
contact them.

Tolog into DTS, select the following lifktps://www.defensetravel.osd.miIREPLIES TO THIS MESSAGE AR
UNDELIVERABLE. PLEASE DGRRYTY.
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52. Notice of Reservation Error
SUBJECTNOotice of Reservation Error

This email has been sent by the Defense Travel System after detection of a possible errafitheise
Government Travel Charge Card. The Government Travel Charge Card in your profilet degtsh the card
provided to the CTO for reservations on tlelowing DTS Trav&locument

<Document Name. Please contact the TAC immedigtat (888) 435146 for furtherassistance.
DTA:

You have been included on this message for informational purposes. The DTS Travel dodDowmtient
Name> is for € r a v edme>rin’yaur organization.

Your assistance may be required by your Traveler to confirm the Government Travel Charge Card used to book
travel is correct.

TRAVELER'S DTATCQNEAEGT BENPOA <ontact info
If additional information is required, ctexct the DTS Travel Assiate Center (TAC) at (888) 4B8H46.

To log into DTS, select the following lihkps://www.defensetravel.osd.milReplies to this message are
undeliverable. Please do not repl
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53. Notice of Reservation Error
SUBJECTNOotice of Reservation Error

This email has been sent by the DeferTravel System after detection of a possible errorinus€a& r d hol der’
Name> Government Travel Charge Card.

<Cardhol der’” s Name

The Government Travel Charge Card in your DTS profile has been used for reservations for a traveler, whose
name does nommatch yours. Please refer to documenBacument Name. Please contact the TAC immediately
at (888) 4357146 for further assistance.

DTA:

Youhave been included on this message for informational purpogesrassistance may be required by
<Car d h o | meeto cordfirmitha valid use of their Government Travel Charge Card.

CARDHOLDER’' S DTACrONHTAICdTe rl 'NSFODTA contact info
If additional information is required, contact the DTS Travel Assistance Center (TAC) at (8BB)6135

To log into DTS, ket the following linkhttps://www.defensetravel.osd.milReplies to this message are
undeliverable. Please do not reply.
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54, DTS Due U.S. Notification (Cancel)
SUBJECDTS Due U.S. Notification (Capcel

Your voucher, signed by the N@TS Entry Agent, indicates a debt may be owed to the Government if aggbrov
as submitted.

Name of traveler: SRAVELERNAME

Name of travel document:BOCUMENTNAMEANUM: $ANUM
Organization: ®RGANIZATION

Potential Amount Due GovernmentAMTDUEGOV

After the Authorizing Official approves your voucher, you will receivelertronic notification indicating the
amount of your debt, if any. If you are a civilian traveler and your debt is due to -aAN&Mm Advance, you must
repay this debt immediately. If the debt is not repaid within 15 days, payroll collection action wakére If

you are a military traveler, this debt must be paid in 30 days or payroll collection action will be taken. As the
receipt of a noRATM advance generated your potential debt amount, you cannot submit a request for waiver,
remission, or cancellain of the debt.

To log into DTS, select the following lihktps://www.defensetravel.osd.milPlease do not respond to this e
mail.
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55. DTS Due U.S. Notification (Final)
Subject: DTS Due U.S. Notificat{inal)

Your voucher, signed by the N@TS Entry Agent, indicates a debt may be owed to the Governiregmprioved
as submitted.

Name of traveler: SRAVELERNAME

Name of Travel DocumentD®) CUMENTNAMEANUM: FANUM
Organization: ®RGANIZATION

Potential Amount Due GovernmentAMTDUEGOV

After the Authorizing Official approves your voucher, you will receivelertronic notification indicating the

amount of your debt, if any. If your voucher is approved with an amount owed to the Government, you will have
30 days from the date of the electronic naotification to make payment or submit a for waiver, remission, or
cancellation of the debt.

Please contact your Debt Management Monitor for instructions on how to make payment or how to request a
waiver.

To log into DTS, select the following lihktps://www.defensetravel.osd.milPlease do not respond to this e
mail.
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56. DTS Advice of Payment Rejection Notification
SUBJECTDTS Advice of Payment Rejection Notification

TravelAuthorization Number: FANUM
Document Name: BocumentName
Traveler: ¥ravelerName

Advice of Payment

VoucherNumber: YoucherNumber
Rejection Error: RejectionError

Paid Amount: AmountPaid

Voucher Amount: M¥oucherAmount

Received Date:Date

The Advice of Payment received for the referenced voucher, was rejected because the amount of the payment
did not equal the voucher invoice.

Please contact your help desk for assigte. Please do not respond to thisrail.
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57. AOP Amount Does Not Match the Voucher Amount
SUBJECDTS Advice of Payment Rejection Notification

An Advice of Payment received for the referenced voucher was rejected because the total principal amount of
the payment did not equal the Neb-Traveler amount on the voucher invoice.

Advice of Payment

Voucher Number~InvoiceNumber

Received Date: FransactionDate

TANUM: FANUM

Name of Travel DocumentVehnum

Total Advice of Payment Princigdanount: ~TotalPrincipalAmounts
Net to Traveler Voucher AmountNet _to_Traveler Amount

Please contact your DTS help desk &sistance. PLEASE DO NOT RESPONSE TMAMIS E
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58. Notice of Over Collection of Due U.S.
SUBJECDTS Notice of Over Collection of DU&.

Name of Traveler: FravelerName

Name of Travel DocumentDecumentName
TANUM: FANUM

Organization: ©rganization

Voucler Approval Date: ¥ouchAppDate
OriginalAmount Due Government:Amount
Total Amount Remitted: AmountRemitted

Amount Overpaid and Due TraveleAmountDueTraveler

An Advice of Collection has been received that includes a collection amount that exceeds the balance of the
outstanding debt that was owed.

Due to an over collection of the amount owed to the Government, you have a balance due you. In order to be
reimbursed for the balance, create and sign an amendment to your voucher.

No change to the voucher is necessary oarymart, DTS will automatically compute the balance owed to you
based on the ovecollection. You can confirm the balance on the Payment Totals page under Additional
Options.

Check with your DMM if additional help is required in order to complete this@clio log onto DTS, select the
following link:https://www.defensetravel.osd.mil

PLEASE DO NOT RESPUNDHIS-MAIL.
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59, Satisfactory Repayment of a Debt
SUBJECTSatisfactory Repayment of a Debt

Traveler Name: FravelerName

Travel Document NameVehnum

TANUM: FANUM

Organization: ©rganization

Voucher Aproval Date~VoucherApprovalDate
Amount Due Government:BueUSAmount
Total AmountRemitted: TotalAmountRemitted

Date Debt Paid in FullDebtSatisfiedDate

Current documentation history indicates that the original debt amount for this travel document has been
reduced to zero.

To log onto DTS, select the following lihkps://www.defensetravel.osd.milPlease do not respond to this e
mail.
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60. Notice of Collection Action E-mail
SUBJECTMNOotice of Collection Action-maail

Travel Authorization NumberTANUM
Document Name: BocumentName
Traveler: ¥ravelerNare

Organization: ~Organization

Voucher Approved DateMeucherAppDate
Collection Notice Amount:GancelAmount
Collection Notice Submit DateCancelDate

Net Amount Due GovernmentAmount

A notice for cdkction has been submitted to the pay system to collect the debt outstanding from the
referenced travel document.

If you choose to repay the debt, please contact you disbursing office and your DTA to arrgagenent. If the
debt is repaid, the collectimaction for the outstanding debt will be cancelled.

To log onto DTS, select the following lihktps://www.defensetravel.osd.milPlease do not respond to this e
mail.
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61. Notice to Initiate Collection
SJBJECDTS Notice to Initiate Collection.

May 20, 2022

Travel Authorization NumberTANUM
Document Name: BocumentNare

Traveler: ¥ravelerName

Transmittal Number: FransNum

Last Name: EName

First Name: FName

Middle Initial: Midlnitial

SSN: SSNum

Organization: ©ranization

Action Code: Eode

Transaction ID: FansID

Amount: -Amount

Amount Per Pay PeriodAmountPPP

LQA: +OA

Standard Doc NumberSbN

Collection Authorizing Officials Name&AName
Authorizing Officials PhoneAuthOfficialPhone
Authorizing Officials-Bail: ~AuthOfficialEmail

A collection action is requested for the following individual to recoup payment(s) made to a traveler that

exceeded trip expenses.

To log onto DTS, select the followiink: https://www.defensetravel.osd.milPlease do not respond to this e

mail.

Defense Travel Management Office

76


http://www.defensetravel.osd.mil/

DTA Manual, Appendix E: DTS Emails May 20, 2022

62. Reminder of Waiver Request Status
SUBJECDTS Reminder of Waiver Request Status

Traveler Name: FfName~LName

Travel Document NameVehnum

Organization: ©rganization

TANUM: TANUM

LOA(s)/Due U.S. Amount(skGA

Voucher Appruoal Date: ApprovalDate

Total Net Amount Due GovernmenDaeUSAmount
Waiver Request AmountWaAmount

Waiver Request Submission Dat@VaStatusDate
Current Waiver StatusWasStatus

A Waiver Request has been recorded in DTS for the above document anot lieen updated in excess of 60

days. Action to collect the debt or adjust the amount of the debt cannot be initiated until the waiver process has
been completed. Please contact the appropriate individual to check the status of the waiver and update the
travel document as necessary.

To log onto DTS, select the following lihktps://www.defensetravel.osd.milPlease do not respond to this
email.
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63. Duplicate AOC Rejection Notification
SUBJECDTS Advicef Collection Rejection Notification

The Advice of Collection (AOC) received for the referenced travehtmtduvas rejected because the AOC
included duplicate transaction ID and cash collection voucher number data previously received and processed by
DTS.

TANUM: TANUM

Name of Travel DocumentVehnum

Cash Collection Voucher Number (recorded in D FEwWnvNumber

Received Date (recorded in DT®revTransDate

Cash Collection Voucher Number (subsequent occurren€aixrtivoiceNumber
Received Date (subsequent occurrenc&ur TransDate

Please contact your DTS Help Desk for assistance. Please dspuarid to this email.
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64. Debt Notification (Non-FACTS)
SUBJECDTS Notification of Debt

The Defense Finaa@nd Accounting Service has sent a notification to us indicating an account has been
established for your gproved travel voucher with balance due to the Government based on the following
information:

Name of Traveler:Krst M| Last
Due U.S. Amount(s)<Amount
9-Digit Transaction IDTs¥ans 1B
Total Amount due to Governmeri<sAmount

Youhave 30 days from the date of this notification to make your payment, request payroll deductisubmit
arequestfor waiver,remission,or cancellationof the debt. If one, or acombination,of these actions is not
completed within 30 days, action will be taken to collect the debt via pagealliction.

Srould you have any questions regarding this debt, i
Monitor (DMM). Referto http://www.defensetravel.dod.mil/site/go.cfm?coto locateyour Local Level Support
Contacts.

Methods to Pay your Debt:
Pay Electronically:

Clickhttps://www.pay.gov/public/form/start/64632045 You can submit your payment(s) from your bank
account, debit card, or credit card. Read more by visitingativev.pay.gov website

Payroll Deduction: For instructions on how to request voluntary payroll deduction or a waiver/ iamiss
cancellation of the debt, contact your Debt Management Monitor and/or Authorizing Official (AO), which can be
located via the Travel Assistance Center.

Pay by Mail: To mail your payment, make yNu38@heckB
sure to include your @ligit transaction ID (provided above) on the memo line! Then, send your payment to:

Disbursing Operations
ATTN: 380DTS Remittance
8899 E 56th STREET
Indianapolis, IN 46249

If you have any questions regarding a paymdrdady made, you can contact the Disbursing Operations
Directorate via email at

dfas.indianapolisn.jfd.mbx.dtsdebtpaygovinquiry@mail.mil

To log into DTS, select the following lihktps://www.defensetravel.osd.milPlease do not reply to this email.

Name of Travel DocumentDI'S travel document narmre
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Travel Authorization NumberTANUM-

LOA: Bue U.S. LOA elements

Due U.S. Amount(s)<Amount

Accounts Receivable Transaction IDrans 1D
Tatal Amount due to Government: $mount>
Organization: ©rganizatior

Voucher Approval Date MM/DD/YYY¥

May 20, 2022
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65. Debt Notification (FACTS)
SUBJECDTS Notification of Debt

The Financial Accounting and Corporate Tracking System has sent a notification to us indicating an account has
beenestablished for your approved travel voucher with a Balance Due to the Government based on the
following information:

Traveler Name: Rraveler Name

SSN: Masked SSN

Organization: ©rganizatior

TANUM: ¥ANUM-

TravelDocument Name: Bocument Name
Vouche Approved Date: Approved Date
TotalAmount Due GovernmentAmount>
Accounting Information

Due U.S. LOALOA

Due U.S. AmourikAmount

Initial Accounts Receivable TransactiondDrans 1D

You have 30 days from the date of this notification to mplgment, request payroll deduction, or submit a
request for waiver, remission, or cancellation of the debt. If one, or a combination, of these actions is not
completed within 30 days, action will be taken to collect the debt via payroll deduction. If gold ike to send
a payment, make your check or money order payabldx&. Treasury, DSSN 6944, amis/our payment,
along with a copy of this email, to:

Finance and Accounting Office
9800 Savage Road

Attn: Disbursing, Suite 6858
Ft. Meade, M207556858

| consent to immediate collection from my pay the amount of this check plus bank charges, if thisscheck
dishonored . (Please initial on line at the end of this statement to validht# you understand immediate
collection action will béaken from your pay account for dishonored personal checks.)

If you have any questions regarding direct remittance, you can contact your DIA Debt Management Monitor or
emailDTSDebtCollection@dodiislmitor instructions on how to request voluntary payroll deduction or a
waiver/remission or cancellation of the debt, you should contact your DIA Debt Management Monitor and/or
Authorizing Official (AO).

To log into DTS, select the following lihktps://www.defensetravel.osd.miPlease do not respond to this
email.
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66. Supplemental Debt Notification (FACTS)
SUBJECSupplemental Debt Notification

Recentlyyouwere senta debt notificationindicatingthat anothernotice would be sentwith additional
information. The previous notification should be discardédushould now include this notification in any
paymentsmade against thigdebt.

The Financial Accounting and Corporate Tracking System has sent a notification to us indicating an account has
been established for your approved travel voucher with a Balance Due to the Government based on the
following information:

Name of Traveler: Kraveler Name

SSN (of Traveler)Masked SSN
Organization: ©rganizatior

TANUM: ¥ANUM-

TravelDocument Name: Bocument Name
VoucherApproved Date: Approved Date
TotalAmount Due Government $mount
Accounting nformation: sfAc@unting Deta#
Due U.S. LOALOA

Due U.S. Amoun$<Amount

Initial Accounts Receivable Transaction Drars 1D

Inthe notice sentto you earlier,youwere advisedthat your debt wasdue to a NonrATMAdvanceand thatyou
mustrepaythe debtimmediately.Additionally,youwere advisedthat payrollcollectionaction wouldbe takenif
the debtwere not repaidwithin 15 daysof the VoucherApprovalDate(shownabove) unless you are a military
traveler. If you are a military traveler, this debt stbe paid 30 days from théoucherApprovalDate (shown
above)to avoid payroll collection. As the receipt ohan-ATMadvance generated your debt amount, you
cannot submit a request for waiver, remission, or cancellation ofittat.

If you would like ® send a payment, make your check or money order payable to: U.S. Treasury, DSSN 6994, and
send your payment, along with a copy of thimail, to:

Finance and Accounting Office
9800 Savage Road

Attn: Disbursing, Suite 6858
Ft. Meade, MD 20756858

I consent to immediate collection from my pay the amount of this check plus bank charges, if thisscheck
dishonored . (Please initial on line at the end of this statement to validhtg you understand immediate
collection action will be taken from yopay account for dishonoregersonal checks.)
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If you have any questions regarding direct remittance, you can contact your DIA Debt Management Monitor or
e-mail DTSDebtCollection@dodiis.mil

For instructons on how to request voluntary payroll deduction or a waiver/remission or cancellation of the
debt, you should contact your DIA Debt Management Monitor and/or Authorizing Official (AO.

To log into DTS, select the following lihitps://www.defensetravel.osd.mil

Please do not respond to thismail.
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67. DTS Final Adjusting Obligation Transaction Reject Notice
SUBJECDTS Final Adjusting Obligation Transaction Reject Notice

DTS has received a reject from the accounting system for the following transaction:
Name of Traveler: FravelerName

SSNof Traveler): MaskedSSN

Name ofTravel Document: BocumentName

Travel Authorization NumberTANUM

LOA Labels:LoaLabel

Organization: ©rgName

Date of submission:SubmissionDate

Typeof transaction Rejected

Final Adjusting Obligation Error Message(RejectError
~Address

The transaction associated with the referenced travel document has been rejected by the DoD accounting
system. Please contact your accounting system to inform them of the failed posting of the final adjusting
obligation and the necessity for the@mnting system to post the transaction manually.

If accounting indicates that the final adjusting obligation can be posted, contact the Travel Assistance Center for
assistance.

To log into DTS, select the following lihkps://www.defensetravel.osd.milPlease do not respond to this e
mail.
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68. DTS Notification of Payroll Collection (MCTFS)
SUBJECDTS Notification of Payroll Collection

Due Process was served on this document 27 days ago for the debt listed below. DTS shows that no action has
been taken on the dat since that time.

If no action is taken in the next five days, this debt will be automatically referred to payroll for collection.
Name of Traveler: Kraveler Name

Name of Travel DocumentDocument Name

Travel Authorization NumberTANUM

LOA: €O

TransactionD: Jransaction 1B

SDN:&DM

Amount: sAmount

Organization: ©rganization Nante

DUE PROCESS Served D&tate<for due process served

Total Amount Due GovernmertAmount

YourDebt Management Monitor (DMM) has the ability to delay this collection action if necessary. If DTS
receivesotificationthat a collectionwasreceivedin full in the next five days,this debt will not be referred to
payroll. If you have any questions, please consult your DMM or refer to the Debt Management Monitor Roles
and Responsibilities, located on the Defense Travel website at
http://www.defensetravel.dod.mil/SectionddTS FDTA.cim#DMM

For direct remittance, make your check or money order payable to: U.S. Treasury DSSN ~DSSN. Send your
payment, along with a copy of this email to:

DisbursingOperations ATTN: 3801 DTS Remittance 8899 E 56TH STREET
Indianapolis, IN 46249

Please do not respond to this email.

Note: The email that DTS sends (above) contames or moreincorrect links. Lhtil the email is
updated in DTS, use the following instead:

Forhttp://www.defensetravel.osd.milSections/DTS FDTA.cfm#DMbée
https://www.travel.dod.mil/Trainingand searcHor the document you need.
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69. Due U.S. Waiver/Appeal of Debt (Non-FACTS)
SUBJECDue U.S. Waiver/Appeal of Debt

Your request for a waiver/remission of debt (or appeal request) has been recorded in DTS.
Traveler Name: FfName~-LName

Organization: ©rganization

TANUM: FJANUM

Travel Dcument Name: ¥chnum

Voucher Approval DateCurrDate

Total Anount Due Government: AmtDueGov
Waiver/Apped Request Amount: WaiverAmt
Waiver/Appeal Requet Submission Date\WaiverDate
Accounting Information

Due U.S. LOAILLOA

Due U.S. Amount: Amount

Initial Accounts Receivable Transaction IIDx ~

Whileyour requestis beingreviewedno collectionactionwill be taken.Youwill be notified of the result of your
waiver/remission request or appeal and this data must be provided to the Debt Managdueritor so that
the DTS record can hgdated.

If your request is denied or partially approved, you must pay the amount of the debt within 30 days of receipt of
the denied waiver request to prevent automatic collection through payroll deduction.

For directremittance, make your check or money order payable to: U.S. Treasury, DSSN 3801. Send your
payment, along with a copy of this email to:

Disbursingdperations ATTN: 3801 DTS Remittance 8899 E 56th ShRiaRdpolis, IN 46249

| consent to immediate colléion from my pay the amount of this check plus bank charges, if this ¢heck
dishonored_. (Please initial on line at the end of this statemenvédidatethat you understand immediate
collection action will be taken from your pay account for dishongredsonalchecks.)

If you have any questions regarding direct remittance, you can contact BFBE/DEDE via email,
checkremittanceinquinde @dfas.mil

To log into DTS, select the following lihkps://www.defensetravel.osd.milPlease do not respond to this e
mail.
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70. Due U.S. Waiver/Appeal of Debt (FACTS)
SUBJECDue U.S. Waiver/Appeal of Debt

Your request for a waiver/remission of debt (or appeal request) has been recorded in DTS.
Traveler Name: FfName~LName

SSN (of Traveler)Masked SSN

Organization: ©rganization

TANUM: FANUM

Travel Document NameMehnum

Voucher Approval Date CurrDate

Total Anount Due Government: AmtDueGov
Waiver/Appeal Requestmount: ~WaiverAmt
Waiver/AppeaRequet Submission DateWaiverDate
Accountinginformation

Due U.S. LOAILOA

Due U.S. Amount: Amount

Initial Accounts Receivable Transaction IIDx ~

Whileyour requestis beingreviewedno collectionactionwill be taken.Youwill be notified of the result of your
waiver/remission request or appeahd this data must be provided to the Debt Management Monitor so that
the DTS record can hgdated.

If your request is denied or partially approved, you must pay the amount of the debt within 30 days of receipt of
the denied waiver request to prevent aunatic collection through payroll deduction.

For direct remittance, make your check or money order payable to: U.S. Treasury, DSSN 6944. Send your
payment, along with a copy of this email to:

Finance and Accounting Office 9800 Savage Road
Attn: DisbursingSuite 6858 Ft. Meade, MD 2076858

| consent to immediate collection from my pay the amount of this check plus bank charges, if thisscheck
dishonored . (Please initial on line at the end of this statemenvatidatethat you understand immediate
collection action will be taken from your pay account for dishonored perscimetks.)

If you have any questions regarding direct remittance, you can contact your DIA Debt Management Monitor or
emailDTSDebtCollection@dodiis.mil

To log onto DTS, select the following lihktps://www.defensetravel.osd.milPlease do not respond to this
email.
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71. Notification of Disposition of Waiver/Appeal Decision (Non-FACTS)
SUBJECDTSNaotification of Disposition of Waiver/Appeal Decision

Your request for a waiver/remission of debt or appleas been reviewed and the disposition of your request
recorded.

Name of Traveler:FName~LName

TANUM: TANUM

Name of Travel DocumentVehnum
LOA(s)/Due U.S. Amount(s)/Initial Accounts Receivable TransactidtdR: ~
Voucher Approval Date CurrDate

Origind Amount of Debt$~OriginalAmt

Waiver Request Amoun$~RequestAmt
Waiver RequdsSubmission Date:RequestDate
Waiver Request StatusRequestStatus
WaiverResolution Date: ApprovedDate
Waiver Amount Apmved: $-ApprovedAmt
Total Net Amount Due @&vernment: $-Amount

If the net amount due the Government is greater than zero, you have 30 days from the date of this notification
to make payment. Action will automatically be taken after 30 days to collect the debt via payroll deduction.

For direct remitance, make your check or money order payable to: U.S. Treasury, DSSN 3801. Send your
payment, along with a copy of this email to:

Disbursing Operations ATTN: 3801 DTS Remittance 8899 E 56TH STREET
Indianapolis, IN 46249

| consent to immediate collectiomdm my pay the amount of this check plus bank charges, if this ¢gheck
dishonored . (Please initial on line at the end of this statemenvatidatethat you understand immediate
collection action will be taken from your pay account for dishonored pexkdrecks.)

If you have any questions regarding direct remittance, you can contact BFBE/DEDE via email,
checkremittanceinquinde @dfas.mil

To log onto DTS, select the following lihktps://www.defensetravel.osd.milPlease do not respond to this
email.
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72. Notification of Disposition of Waiver/Appeal Decision (FACTS)
SUBJECDTS Noatification of Disposition of Waiver/Appeal Decision

Your request for a waiver/remission of debt or appeal has been reviewed and the disposition of your request
recorded.

Name of Traveler:FName~LName

SSN (of Traveler): ~Masked SSN TANUMNYM
Name of Travel DocumentVehnum
LOA(s)/Due U.S. Amount(s)/Initial AccourReceivable Transaction ID:GA
Voucher Approval Date CurrDate

Origind Amount of Debt: $©rginalAmt

Waiver Request Amount: RequestAmt

Waiver RequdsSubmission Date:RequestDate
Waiver Request StatusRequestStatus
WaiverResolution Date: ApprovedDate
WaiverAmount Approved: $ApprovedAmt

Total Net Amount Due Government: Amount

If the net amount due the Government is greater than zero, you have 30 days from the date of this notification
to make payment. Action will automatically be taken after 30 days to collect the debt via payroll deduction.

For direct remittance, make your check ooney order payable to: U.S. Treasury, DSSN 6944. Send your
payment, along with a copy of thismail to:

Finance and Accounting Office 9800 Savage Road
Attn: Disbursing, Suite 6858 Ft. Meade, MD 208858

| consent to immediate collection from my pay tamount of this check plus bank charges, if this check
dishonored . (Please initial on line at the end of this statemenvatidatethat you understand immediate
collection action will be taken from your pay account for dishonored persaredks.)

If you have any questions regarding direct remittance, you can contact your DIA Debt Management Monitor or
emailDTSDebtCollection@dodiis.mil

To log onto DTS, select the following lihktps://www.defensetravel.osd.milPlease do not respond to this
email.
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73. Notice of Collection Fail E-mail
SUBJECRAction Required DTS Payroll Collection RejévName

Issue/Action: A reject has been received on the referenced travel document

Resolution/Next Step: Please refer to Appendix B of the Debiag@ment Monitor Roles and Responsibilities
for guidance on the appropriate next step. The DMM Roles and Responsibilities can be found on the Defense
Travel web site afittp://www.defensetravel.dbd.mil/SectionsDTS FDTA.cfm#DMM

Details:~Details

Name of Traveler: FravName

Name of Travel DocumentDecumentName
TANUM: YANUM

TotalAmount Due Governmen$~Amount
Organization: ©rgName

Payroll System: MCTFS

Error Message(s)RejectError

Please d not respond to this enail.

To log into DTS, select the following lihkps://www.defensetravel.osd.mil

Help: If you need assistance or have questions regarding-hiaile please contact your FDBADTA. Privacy
Act Notice:

FOR OFFICIAL USE ONMIRIVACY SENSIHXEy misuse or unauthorized access may result in both civil and
criminal penalties. This-ail communication contains information subjdo the provisions of the Privacy Act
(P.L. 9579). This personal data is intended only for the use of the individual(s) addressed above and is to be
treated in a confidential manner. If you have received thisadl in error, please notify your organtizan's

Defense Travel Administrator or local help desk.

Note: The email that DTS sends (above) contaims or moreincorrect links. Uhtil the email is
updated in DTS, use the following instead:

Forhttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jspise
https://www.travel.dod.mil/Training/and search for the document you need.
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74. Defense Travel System Correspondence

SUBJECDefense Travel System Correspondence

Voucher ¥chnumfor trip ~TANUMfor ~TravelerNamdias been ignored, since a previous voucher was stamped
'PAY PROCESS IGNORE'.

Please do not respond to thismaail.
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75. DEBX Acknowledgement Has Not Been Received
SUBJECDTS Acknowledgement Delinquency Notice

DTS has not received acknowledgement from the accounting system ftolkheing transaction:
~Vchnum

~TravelerName

~Organization

~Doctype

~TransactionDate

~UASN

~TransactionAmount

~TransactionID

Proper document processing depends on acknowledgement of these transaction(s). Please take action to
contact the appropriateuthority to investigate this transaction.

To log onto DTS, select the following lihktps://www.defensetravel.osd.milPlease do not respond to this e
mail.
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76. DTS Acknowledgement Delinquency Notice By Org
SUBJECDTS Acknowledgement Delinquency Notice By Org

DTS has not received acknowledgement from thepaating system for the following transactions:

DocumentName Traveler Org DocType
~Vchnum ~TravelerName ~Organization ~Doctype
TransationDatdJASN Amount TransactionlD
~TransactionDate ~UASN ~TransactionAmount ~TransactionID

Proper document processi depends on acknowledgement of these transaction(s). Please take action to
contact the appropriate authority to investigate these transaction(s). Please do not respond tentlait e
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77. Payment Notice
SUBJECDefense Travel System: Payment Notice

Dear draveleName>,

Your document BocumentName hasjust been stamped Stamp Type in DTS.
PAYMENTNFORMATION:

TANUM<TANUM

Disbursing Officeducher Number (DOV)DOVNumber

Disbursing Station ol Number (DSSN)StationNumber>

Effective Payment DateResponse Statusate>

Total Amount Paid: Fotal Amt>

Amount Paid to TravelekEFTAmMt>

Paynent Type Electronic Funds Transfer (EFT) or Check*

Account TypeC€hecking or Savings

EFT Trace NumberTrace Numbes

Amount Paid tdhe GOVCGANt to CreditCardPayee

The amount paid to the GOVCC was sent directly to the GOVCC vendor.
*Fieldsandvor ding vary slightly if result is “Check”

If you have questions regarding any of the above information, please contact youf Rdineed to make
changes to your EFT Bank Account or GOVCC data, please update your traveler profile.

To log into DTS, sedethe following linkhttps://www.defensetravel.osd.mil

For DTS document creation training, please refer to the Document Processing Manual in the Training Materials
Module, which can be located at:

http://www.defensetravel.osd.mil/dts/site/trainingmanuals.jsp

Please do not respond to thisrail.

Note: The email that DTS sends (above) contaimes or moreincorrect links. Lhtil the email is
updated in DTSyse the following instead:

Forhttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jspise
https://www.travel.dod.mil/Training/and search for the document you need.
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78. Payment Return for Invalid EFT Account Information

SUBJECTNotice of Payment Return for Invalid EFT Account Information

On<Date>, we receivednotice from the Disbursingsystemhat your requestfor paymentin the amount of<EFT
ReturnAmount>was returned because of invalid Electronic Funds Transfer (EFT) account information.

In your voucher you requested a splisbursement in the amount offAmount> be sent to the Charge Card
Vendor. That payment was made and is not affected by this notice.

DTS will resubmit your request for payment to your EFT account after your Approving Official has approved your
amended voucher.

Please visit the Defenseamvel System web sitéittps:// www.defensetravel.osd.madnd login using your Public
Key Infrastructure (PKI) certificate and passw&@welect<Document Name from your list of vouchers and view
your EFRccount information (routing number and account numbé&frify the EFT account information within
the Traveler Profile of this document matches the same information at your financial institution. If necessary,
please correct your EFT account informatioiiTS. Use the following information to locate your voucher in
DTS:

1 Travel Authorization Numbe<TANUM-
T Document NamegDocument Name

I Travel Dates<TDY startlate>to <TDY endlate>

If you are unfamiliar with how to amend your voucher, instructions lmametrieved by using the hyperlinks
“Training” followed by “Quick Ref eWietnhciens "* Qauti ctkh eR elf e
select “Create A Voucher from Authorization” approp
Signd ure Diskette), and then use the section, “Adjust
please insert a comment to your Approving Official that your amendment is generated to receive payment due

to an EFT return. If you need assistancbare questions regarding thismeail, contact your

Commander/Supervisor.

Please do not respond to thismail.
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79. Negative Paid to Personal Account E-mail

SUBJECDefense Travel System Correspondence

Voucher ¥chnumfor traveler TravelerNamavith Authorization Number tanumimplies a negative
disbursemento the traveler's personal account. This is not possible. (Funds cannot be withdrawn from the
account through DTS.) Disbursement to the personal account for this voucher has been atdjustedand
~Net To_Travelewill be paidto thet r a v gdvanmeéntchargecardaccount.

Please do not respond to thismeail.
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80. Negative Paid to AMEX E-mail
SUBJECDefense Travel System Correspondence

Voucher ¥chnumfor traveler TravelerNameé\uthorization Number tanumimplies a negative disbursement

to the traveler's government charge card account. This is not possible. (Funds cannot be withdrawn from the
account hrough DTS.) Disbursement to the government charge card account for this voucher has been adjusted
to zero, and Netwill be paid to the traveler's personal account.

Please do not respond to thismeail.
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81. No GOVCC Account E-mail
SUBJECDefense Travel Siem Correspondence

Voucher ¥Ychnumfor traveler TravelerNaménas no government charge card informatiorthie traveler
profile.

Payments in voucher (Authorization Numbd@rANUMand Document Name\Vehnun) that had been allocated
to GOVCC have been reallocated to ~account.

Please do not respond to thismeail.
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82. Signed T-ENTERED Notice
SUBJECDefense Travedystem (DTS): Official Travel Document

An official travel document\SCHNUMvas created and stamped¥F ATUSN your behalfby your NonDefense
TravelSystemEntryAgent(NDEA)Pleasdog into DTS to make any necessary adjustments if the document has
not beenstamped APPROVBEDcreate an amendment if the document has already been stamped APPROVED.

TRAVELEACTION NEEDED

1 Review travel documentMCHNUMy logging into DTS.

1 Create any necessary adjustments if the docuhters not been stamped APPRO\EDreate an
amendment if the document has already been stampétPROVED.

1 Your NDEA has created the Travelfoecr on your behal f -EMTUEREDR"™ etdo t |
route the document for approval. You must provide a signed paper voucher to the NDEA for audit
purposes.

To log into DTS, select the following lihkps://www.defensetravel.osd.mil

For DTS document processing training, please refer to the Document Processing Manual in the Training
Materials Module, which can be locatedHtp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jsp

Please contact your site DTA for questions concerning your documents. Please do not respondtaathis e

Note: The email that DTS sends (above) contaimes or moreincorrect links. Until the email is
updated in DTS, use the following instead:

Forhttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jspise
https://www.travel.dod.mil/Training/and search for the document you need.
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83. Document Returned Notice

SUBJECDefense flavel System Travel Document Returned Notice!

Dear NAME

Your$DOCTYPEas stampedRETURNELY SNAME

Travel authorization numbe$TANUMcannotbe completed because:
$comments from AO

Returned Authorizatiomnd TraveleMoucher documents can berended by selecting thémendlink
associated withhe rejecteddocument within DTS.ocal Vouchers cannot be amended. A new Local Voucher
must be created using DTS.

TRAVELER ACTION(S) NEEDED

1 Redurned Authorization, Voucher, and Local Voucher documents can be adjusted by selecting the
View/Edit link associated with the document within DU®&check the View Only checkbox and change
the document as needed. Then Sign (or NDEAs -&télr Vouchers) the document

To log into DTS, select the following lihkps://www.defensetravel.osd.mil

For DTS document processing assistance, please refer to the Document Processing Manual in the Training
Materials Module, which can be locatedtstp://www.defensetravel.osdmil/dts/site/trainingmanuals.jsp

Please contact your site DTA for question concerning your travel documents.

Note: The email that DTS sends (above) contaims or moreincorrect links. Uhtil the email is
updated in DTS, use the following instead:

Forhttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jspise
https://www.travel.dod.mil/Training/and search for the document you need.
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84. Travel Document Approval Notification

SUBJECDefense Travel System Travel Document Appmiduetfication

This notification was generated to informwyythat a Defense Travel SysterDQCTY REnamed&VCHNUNM:
for &NAME with authorization number o%TANUM©owas just stamped APPROVERDIAMER..

There is no action required in response to this notification.

To log into DTS, select the following lihktps://www.defensetravel.osd.mil

Please do not respond to thismeail.
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85. Defense Travel System Correspondence

SUBJECDefense Travel System Correspondence

$TODAY

SNAME

$ORG

$ADDRESS1

$ADDRESS?2

SCITYSSTATBZIP

$DEMAIL

This letter is to notify you that your Defense Travel System
$DOCTYPtamed $/CHNUMvas just stamped STATUBy $STATNAME

To log onto DTS, select the following linkps://www.defensetravel.osd.mil
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86. Defense Travel System Correspondence

SUBJECDefense Travel System Correspondence

$TODAY

This letter was generated to inform you thaDefense Travel SystenD®CTY Piamed %/ CHNUMor $NAME
with authorization number of FANUMwas just stamped STATUBy $STATNAMENd is awaiting your
attention.

To log into DTS, select the following lihkps://www.defensetravel.osd.mil
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87. OCONUS Trip Notification
SUBECiTDefense Travel Systems (DTS) OCONUS Trip Notification!

Thisletter isto notify youthat ~TravelerNam DefenselravelSystemAuthorization~DocumentNaméiasartrip
with ForeignTravelin its Itinerary. Pleaseaccesghis documentfor further detailsby logging into Defense Travel
System (DTS) attps://www.defensetravel.osd.mil

Forassistanceavith approvingprocessespolicies,and procedures pleaserefer the TrainingMaterials Module,
which can be located dittp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jsp

Note: The email that DTS sends (above) contains an incorrect link; until the email is update
DTS, use the following instead:

Forhttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jspse
https://www.travel.dod.mil/Training/and search for the document you need.
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88. Voucher Number + ATRIP I TI NERARYO
QUIBIECT Voucher Number + “TRI P I TI NERARY"

May 20, 2022

Comments: $omments

DTS Detailed Travel Itinerary fongme

DTDocument Name $ichnum

DTS / CTO Confirmationp®r (Please reference this number when contacting the CTO.)
Travel / TDY Information:

Trip Type: $tip.tripType

Trip Purpose: $tip.tripPurpose

Trip Description: $tip.tripDescription

Overall Starting Pot Time Zone: $tip.tripStartTimeZone

Leave From: $ip.startLocation.city$!trip.startLocation.state
Leave$!trip.startDate

($tripLocationin $rip.tripLocationg

Location $elocityCount $tripLocation.location.city®ripLocationlocationstate
TimeZone:$tripLocation.arrivalTripltem.timeZone

Leave From:t#ipLocation.departureFrom.cityitripLocation.departureFrom.state
TDY Location:tfipLocation.location.city®ripLocation.location.state

Arrive: $ripLocation.formattedStartDate

Leave: #ipLocaion.formattedEndDate

Overall End Point Time Zor#rip.tripEndTimeZone

Return Location: tip.endLocation.city &trip.endLocation.state

Arrive: $rip.endDate

<If Air Reservatios Exist

$TDYReservationStatirs freservationSummary.orderedltinerary
$TDYReervationStatus.transportationMode= $&irMode

$airReservatiorr $TDYReservationStatus

$airReservation.displayDateFlag

$airReservation.departureDateAsString

*k%k Alr *k%k
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<For EaclAir Reservation>

$DTSAIrAvailLdg $airReservation.selectedSeg.legs

$leg= DTSAIirAvailLegyelocityCouny

$lleg.carrier

Flight: $leg.flightNumber
$lleg.departureTimeAsString!leg.departureAirport!leg.departureAirportDesc
$lleg.arrivalTimeAsStrirgjleg.arrivalAirport$!leg.arrivalAirportDesc
Depart: $leg.departureDateAsString

Arrive: $leg.arrivalDateAsString

Elapsed Travel Time:l&§.travelTime

Seat: $hirReservation.findSeatNumb@&tleg)

Air Confirmation: $ieg.confirmationNumber

Frequent Flyer:

Special Requests:

<If Lodging Reservations Exist
$TDYReservationStatus.transportationMode $rotelMode
$hotelReservatiorr $TDYReservationStatus

$hotelReservation.displayDateFlag

$'hotelReservation.checkinDateAs8gi

*x |odging ***

<For EaclodgingReservation>
$'hotelReservation.hoteIName
#foreach($reeTextLinén $hotelReservation.addre}s
Check In: $iotelReservation.checkinDateAsString
Check Out: $lotelReservation.checkoutDateAsString
Hotel Confirmation: $iotelReservation.confirmationNumber
Frequent Guest:

Special Requests:

Room:$GenericStringn $hotelReservation.roominfoList

Hotel Policies:
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Cancellations not received according to hotel policy may result in

financial obligations such as cancellatmre nal t i e s . For the hotel
I nformation” or the property web site.

<If Rental Car Reservations Exist
$TDYReservationStatus.transportationMoeke £arMode
$carReservatior $TDYReservationStatus

$carReservation.displayDateFlag

$!carReservation.pickupDateAsString

Kohk Cgr *rk

<For EaclRental CaReservation>
$!carReservation.providerName
$!carReservation.pickupLocationCode
$!carReservatiompickupLocation.cityp!carReservation.pickupLocation.state
$!carReservation.counterLocationValue
Pickup:$!carReservation.pickupDateAsString

Time: $tarReservation.pickupTimeAsString

Drop-off: $!carReservation.dropoffDateAsString

Time: $tarReservation.drop®@fimeAsString

Class: ®larReservation.vehClassSizeValue

Car Confirmation: $arReservation.confirmationNumber
Frequent Renter:

Special Request:

May 20, 2022

cancel
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107

at |



DTA Manual, Appendix E: DTS Emails May 20, 2022

89. Send Voucher Split Adjusted Notification E-mail

SUBJECDefense Travel System Correspondence

The document vchnumfor traveler TravelerNamavith Authorization Number FANUMcontained a split
disbursement payment that has been changed. This payment could be from a Voucher, Local Voucher or
Scheduled Partial Payment (SPP). The amount approved for payment to the Government Travel Charge Card
(GTCC) account could not be made #rel$-Netwas made to the traveler's bank account. This EFT/personal
payment was necessary due to the timing of the payment and the transition to the new GTCC vendor.

The traveler must ensure that the funds sent to their personal account are used toardikect payment to the
appropriate GTCC vendor.

Forweb paymentsto the Bankof America,usemyeasypayment.cont-orweb paymentsto Citi,follow the
Electronic Access System-Oine Systenmstructions.

The traveler's Defense Travel Administrator (DTAukhforward this email to the local GTCC Account Program
Coordinator (APC).

To log into DTS, select the following lihkps://www.defensetravel.osd.milPlease do not respond to this e
mail.
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90. Document Edit Lock Removed
SUBJECDocument Edit Lock Removed

The travel documentBocumentNamehat you were cuarently editing has been unlocked bBIPTANameso that
another user can edit the document. Any changes that were not saved prior to the document being unlocked
were not applied to the document.

Please contact your site Defensat@l Administrator or the alve-mentioned individual who unlocked your
document with questions.
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91. FMS Rejected Disbursement
SUBJECFMS Rejected Disbursement

Name of travel documenkdoc name

Travel Authoization Number (TANUM)TANUM
Travel Authorization Approved DateMM/DD/Y Yo
Disbursement Reject Code:

Disbursement Reject Description:

Type of transaction Rejected (SPP, &ube, Voucher)

Yourvoucheridentified above wasejected due to reason indicate@ontact your Finance Defen3ravel
Administrator (FDTA) or Authorizing Official (AO) to obtain instructions for submitting an amendment to your
voucher.

To log into DTS, select the following lihkkps://www.defensetravel.osd.nhi Please do not respond to this e
mail.
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92. FMS Funds Approved Notice
SUBJECFMS Funds Approved Notice

Name of travel document: BOCUMENTNAME
Travel Authorization Number (TANUMYANUM
Organization: ®RGANIZATION

Your authorization BOCUMENTNAMEdicates travel being performeoh Foreign Military Sales (FMS) funds.
Disbursement of FMS funds requires pramproval from the Defense Integrated Financial System (OMF3)S
ADY/DE and requires additional processing time. Processing/payment of your subsegu#&ftMAdvance,
SSP and/or voucher from authorization may take up to 7 business days.

Contact your Fiance Defense Travel Administrator (FDTA) if you do not receive payment within this time.

To log into DTS, select the following lihkps://www.defensetravel.osd.milPlease do not respond to this e
mail.
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93. Possible Delay in Payment Due to FMS
SUBJECPos#ble Delay in Payment

Dear NAME

An official travel document\BCHNUMvas created and stampedS¥ATUSN your behalf by your Non Defense
Travel System Entry Agent (NDEA).

The voucher indicates travel performed on Foreign Military Sales (FMS) funds. Use of FMS fundsprémjuires
approval from the Defense Integrated Financial System (DIFS);AIFABE and requires additional processing
time. Processing/payment of your voucher from authorization may take up to 7 business days.

Please log into DTS to make any necessary ad@rds if the documenhas not been stamped APPROVED, or
create an amendment if the document has already been stamped APPROVED.

TRAVELER ACTION NEEDED
1 Review travel documentM_CHNUMy logging into DTS.

1 Create any necessary adjustments if the document tmidaen stamped APPROVED, or create an
amendment if changes are required and the document has already been stamped APPROVED.

Your NDEA has created the Travel Voucher on your behalf and sigmedd v o tEINHTEErREDT t o r out
document for approval. Yomust provide a signed paper voucher to the NDEA for audit purposes.

To log into DTS, select the following lihkps://www.defensetravel.osd.mil

For DTS document processing training, please referadibcument Processing Manual in the Training
Materials Module, which is located http://www.defensetravel.osd.mil/dts/site/trainingmanuals.jsp

Please contact your site DTA for questions concerning your documents.

Note: The email that DTSBds (above) contaimsne or moreincorrect links. Lhtil the email is
updated in DTS, use the following instead:

Forhttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jspise
https://www.travel.dod.mil/Training/and search for the document you need.
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94. MEPS Seat Blocking Request
SUBJECMEPS Seat Blocking Request

May 20, 2022

Contact Name: EKOGINNAM& Contact Email: &ECONTAGT
Start Location: &TARTLGC End Location&  ENDLO&
Trip Start Date&TRIPSTART Trip End Date& TRIPEN®
&NUMTRA¥

To lgy into DTS, select the following liktps://www.defensetravel.osd.mil
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95. Notice of Inbound Recruit Travelers

SUBJECDefense Travel System Notice of Inbound Recruit Travelers

Dear ODTA,

The Authorizing official of BETACHORGhas approved an accession travel authorization thatiidies your
Destination Training Organization as the destination. When the detaching organization has detached the
traveler record in DTS, you will be able to receive the traveler(s) into your organization. To receive these recruit
traveler records into yor organization, please access the maintenance tool within DTS, by selecting the web
addresshttps://www.defensetravel.osd.mibr by copying and pasting this address to your web browser.

The list belowdentifies the recruit traveler records inbound to your organization:
<For each inbound traveler>
&TRAVELERNARIESSN:. &DEPARTDA&E

For assistance with receiving recruit traveler records into your organization, refer to your DTA User's Manual
from the Taining Materials module of the DTS web site.

To log into DTS, select the following lihkps://www.defensetravel.osd.milPlease do not respond to this e
mail.

Defense Travel Management Office 114


http://www.defensetravel.osd.milor/
http://www.defensetravel.osd.mil/

DTA Manual, Appendix E: DTS Emails May 20, 2022

96. Individual Authorization Unlocked from Group Authorization
SUBJECTnhdividual Authorization Unlocked from Group Authorization

Dear SNAME,

Your hdividual authorization, document numbeM&NUMZX., has now been unlocked from the Group
Authorization & CHNUM.. You may cancel, make amendments to your authorization, or create a voucher as
necessary.

To log into DTS, select the following lihkps://www.defensetravel.osd.mil

For DTS document processing assistance, please refer to the Document Processing manual in the Training
Materials Module, which can be locatedldtp://www.defensetravel.osd.mil/dts/site/rainingmanuals.jpg

Please contact your site Defense Travel Administrator for questions regarding your travel docBieasé do
not reply to this email.

Note: The email that DTS sends (above) contaims or moreincorrect links. Uhtil the email is
updated in DTS, use the followingstead:

Forhttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jspise
https://www.travel.dod.mil/Training/and search for the document you need.
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97. Notification of Release from a Group Authorization

SUBJECTWNotification of Release from a Group Authorization

Dear NAME

You have been released from Group AuthorizatiCHNUMand are no longer part of the Group Travel
document. An individual authorization now exists, document numieki$UM

Please note that any chang¢o the Group Authorization will no longer apply to your travel document. You may
cancel, make amendments to your authorization, or create a voucher as necessary.

To log into DTS, select the following lihkps://www.defensetravel.osd.mil

For DTS document processing assistance, please refer to the Document Processing manual in the Training
Materials Module, which can be locatedtdtp://ww w.defensetravel.osd.mil/dts/sitefrainingmanualsgp.

Please contact your site Defense Travel Administrator for questions regarding your travel document. Please do
not reply to this email.

Note: The email that DTS sends (above) contaims or moreincorrect links. Uhtil the email is
updated in DTS, use the following instead:

Forhttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jspise
https://www.travel.dod.mil/Training/and search for the document you need.
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98. DTS Request for Group Travel Reservations
SUBJECDTS Request for Group Travel Reservations

This is a request for CTO assistance in booking group travel reservations. The preferred travel arraragements
listed below, aswell asthe list of travelers. TheCTOGrouplDis & CTQOID&. If there are any questions or
additional information is needed, please contact the R@ow.

POC: ROGName> Phone: £OCPhone> Email: POCEmMaib
Primary Traveler:RTravName> Phone: £TravPhone> EMail: PTravEmaip
Document: document name

Travelers: gumber of travelers

DTS Group ID:BTS Group D

Start Location: start location from itinerary start date
Location 1: first location from itinerary location 1 arrival date
Remarks: eomments to the CTO from email submission
Travel Group:

NAME SEATING SMOKE

<For each groupaveler>

<name> <seatingpref> <smokingpref>

Preferred transportation and lodging arrangements:

<For each TDY location>

Location- <Location informatior

Itinerary: <ltinerary informatior»

Air Travel flight reservation informatior

Rail Travel rail reservation informatiorr

Lodging todging reservation information

Rental Carrental car reservation information

Not Associated to a TDY Stop

<For each norIDY location>

Air Travel flight reservation information

Rail Travel mil reservatiorninformation >
Lodging todging reservation informatiorn
Rental Car rental car reservation information

Please do not reply to this email.
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99. Request Ticketing of Group Travel Reservations
SUBJECRequest Ticketing of Group Travel ReservatiansrouplD

Request CTO assistance in ticketing group travel reservations. The travel arrangements were pre&adly bo
under CTO Group ID &CTD&. The travelers are listed below. If there are any questions or additional
information is needed, please contact the POC below.

POC&POCNAMEX Phone: $OCPHONE Email: &POCEMAII&
PrimaryTraveler& PTRAMNAME Phone:&PTRAWPHONE Email: &PTRAMEMAII&
Document: HOCUMENTNAME

Travelers: IUMTRA¥

DTS Group ID:GROUPI®

Start Location: & TARTOQ. &STARDATE

Locationl: &LOCR &LOCIDATR

Remarks: R EMARK & REMARK&

Travel Group:

NAME SSN  SEATINGMOKE

&TRAVGRR

Preferred transportation and lodging arrangementSRANSRPODGIN&

Please do not reply to this email.

Defense Travel Management Office 118



DTA Manual, Appendix E: DTS Emails May 20, 2022

100. Authority to Travel
SUBJECTAuthority to Travel

We have received notice from $SPARTNER that authord&dEto travel to:
$TDYLOCATIONGring the period $RIPSTARJI $TRIPEND

Please visit the Defense Travel System web lsitps:// www.defensetravel.osd.mibnd login using your Public
Key Infrastructure (PKI) certificate and password to review, create travel arrangements and reservations, and
complete the travel authorization foA8CHNUM

If this is your first time using the Defenseavel System, you will be guided through a-sedfistration process
that must be completed before you can access your travel document.

Instructions for completing this travel authorization can be retrieved by usihge hy per |l i nks *“ Tr a|
by Qui ck ReferencesSyatemhwebetéehsee Wiaheh “Quick Re
Aut hor i z a appropnigte@rydue RKI medium (Common Access Card or Digital Sigbhagledte).

If you need assistance or have questions regarthiggtravel authorization, contact your
Commander/Supervisor.

To log into DTS, select the following lihktps://www.defensetravel.osd.milPlease do not respond to this e
mail.
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101. Cancellation of Authority to Travel
SUBJECTancellation of Authority to Travel

We have received notice fronrPRARTNE®Rat the original authority for SIAMEto travel to:
$TDYLOCATIONGing the period $RIPSTARG $TRIPENE revoked.

Based on this cancellation notice, DTS has deleted the original travel authoriiigomot necessary for you to
take any further action.

If you have questions regarding the cancellation of this travel authorization, contact your
Commander/Supervisor.

Please do not respond to thismaail.
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102. Cancellation of Authority to Travel After Access
SUBJECTancellation of Authority to Travel After Acses

We have received notice fronrPRARTNE®Rat the original authority for NAMEto travel to:
$TDYLOCATIONGing the period $RIPSTARG $TRIPENE revoked.

Actions have been performed against this document that prevent DTS from electronically canceling the
authorization and require your action.

Please visit the Defense Travel System web Bitps:// www.defensetravel.osd.miland login using your Public
Key Infrastructure (PKI) certificate and password to review the notice and cancel the travel arrangements and
reservations for the travel authorizationVEHNUM

Instructions for canceling thistravalut hor i zati on can be retrieved by wus
by “Quick References” at the Defense Travel System
Cancell ation Procedures | WithsCTO"Widrh “NIOr eCvTed” e ra sC &

If you need assistance or have questions regarding this travel authorization, contact your
Commander/Supervisor.

To log into DTS, select the following lihktps://www.defensetravel.osd.milPlease do not respond to thés
mail.
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103. Notice of New Traveler Assignment

SUBJECTNotice of New Traveler Assignment

We have receivedotice from partner systenr that authorizes &aveler name to travel to:
<list of TDY locations
during the period from date> to <end date> and establishes a traveler profile.

Basedon the information provided,we assignedktravelername>to your organiation.Pleasevisitthe Defense
Travel System web sitattps:// www.defensetravel.osd.milogin using your Public Key Infrastructure (PKI)
certificate and password, and, using tbd AMaintenanceTool,review the Traveler'grofile.

If you are no longer assigned as the DTA for this traveler, pleadg tiwt Site Tier Il Help Desk.

Please do not respond to thismaail.
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104. Cancel Before IE Traveler Access
SUBJECTancel Before IE Traveler Access

We have received notice fronrPRARTNE®Rat the original authority for NAMEto travel to:
$TDYLOCATIONGingthe period FRIPSTARG $TRIPENE revoked.

Based on this cancellation notice, DTS has cancelled the original travel authorization. It is not necessary for you
to take any further action.

If you have questions regarding the cancellation of this traugi@ization, contact your
Commander/Supervisor.

Please do not respond to thismaail.
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105. Modification After IE Traveler Access
SUBJECModification After IE Traveler Access

We have received notice fromPRARTNERat modifies the content of the original authority f8NAMEto travel
to:

$TDYLOCATIONS
during the period $RIPSTARJ $TRIPEND
The data that hastanged from the original authorization BIXMODSBLK

Please visit the Defense Travel System web lsitps:// www.defensetravel.osd.miland login using your Public
Keylnfrastructure(PKlcertificateand passwordo reviewthesechangesandadjustthe travel authorization,
$VCHNUMasnecessary.

Once |l ogged into DTS, select “Authorizations/ Orders
$VCHNUM from the Iist of “Existing Authorizations/ O
I nstructions for adjusting this travel authorizatio
by “Quick References” at the Defense Travel System
Aut hori zati on/ OrodrdPKI'medium [Coronmmn Aceesse€ard av Digital Signature Diskette), and

then use the section, “Adjusting/ Amending Document s

If you need assistance or have questions regarding this travel authorization, contact your
Commander/Supervisor.

To log into DTSegect the following linkhttps://www.defensetravel.osd.milPlease do not respond to this e
mail.
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106. Modification Before IE Traveler Access
SUBJECModification Before IE Traveler Access

We have received notice fromPRARTNE®Rat modifies the content of the original authority foN®&\MEto travel
to:

$TDYLOCRONS
during the period $RIPSTARJ $TRIPEND

We have not detected that anyone has accesseé@€BINUMand have replaced the original data with the new
(modified) data.

Please visit the Defense Travel System web lsitps:// www.defensetravel.osd.milnd login usingour Public
Key Infrastructure (PKI) certificate and password to review, create travel arrangearehteservations, and
complete the travel authorization f@VCHNUM

Oncelogged intoDTS,el ect “ Aut hori zations/ Orders” from the na
VCHNUM r om t he | ist of “Existing Authorizations/ Ordei
I nstructions for completing this travel authorizatdi
by “"Quim&keRefatr et he Defense Travel System web site.
Aut horization/ Order” appropriate to your PKI medium

If you need assistance or have questions regarding this teaxtbbrization, contact your
Commander/Supervisor.

To log into DTS, select the following lihkps://www.defensetravel.osd.milPlease do not respond to this e
mail.
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107. Modification Before IE Traveler Signed
SUBJECModification Before IE Traveler Signed

We have received notice fromPRARTNERat modifies he content of the original authority f8NAMEto travel
to:

$TDYLOCATIONS
during the period $RIPSTARJ $TRIPEND
Per the instructions of your ordéssuing activity, we have replaced the original data

with the new (modified) data and have removed anfprmation you may have entered, to include itinerary,
reservations, and expenses.

Please visit the Defense Travel System web Isitps:// www.defensetravel.osd.mibind login usingour Public
Key Infastructure (PKI) certificate and password to review, create travel arrangerandtgeservations, and
complete the travel authorization féVCHNUM

Once | ogged into DTS, select “Authorizations/ Orders
$VCHNUM r om t he | ist of “Existing Authorizations/ Ordei
Il nstructions for completing this travel aut hori zat.
by “Quick References” at the Defense Trexvel C3yxttema

Aut hori zation/ Order appropriate to your PKI medium

If you need assistance or have questions regarding this travel authorization, contact your
Commander/Supervisor.

To log into DTS, selettte following link:https://www.defensetravel.osd.milPlease do not respond to this e
mail.
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108. LOA Modifications Applied
SUBJECTOA Modifications Applied

The original authority for 8SBAME to travel to: &' DYLOCATIO& 8uring the period &RIPSTARTO
&TRIPEN® contained changes to Lines atgdunting (LOA)'he LOA information on the travel authorization,
&VCHNUM: was modified and existing expenses weralecated. Itinerary changes need to be manually
made.

Please visit the Defense Travel System web Bitps:// www.defensetravel.osd.miland login using your Public
Keylnfrastructure(PKlcertificateand passwordo reviewthesechangesandadjustthe travel authorization,
&VCHNUNM, asnecessary.

Once | ogged int oatbhiTdns /s@rl ccecrts ™ Afurt chro rti FEHNM framghet | on |
l'i st of “Exi st i ndnstaidndforadjugtingtthisdravel Auoridadon san Be retrieved by

using the hyperlinks “Tr ai ni nDgfensd Toakel Systeenaveblsite. Witlru i ¢ k
“Quick References” select Create an Authorization/
Card or Digital Signature Diskette), and then use t

If you need assiance or have questions regarding this travel authorization, contact your Commander/
Supervisor.

To log into DTS, select the following lihkps://www.defensetravel.osd.milPlease do not respond to thie
mail.
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109. Government Travel Charge Card will Expire Soon

SUBJECTGovernment Travel Charge Card will expire soon

Traveler: ¢raveler name
Organization: erganizatior»
Document Name: document name

Your profile indicatesthat yourindividualGovernmentTravelChargeCardwill expirewithin 30 days.If the
expiration date of your existing charge card waseged or a new charge card has beéssued you can update
this information in your document profil@.olog into DTS, select the following link:
https://www.defensetravel.osd.mil

Please do not responig this email.
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110. Cross Organizational Funding LOA
SUBJECTross Organizational Funding LOA

Thefollowing LOA, <LOA» hasbeenattachedto your organization<org>for usein anupcomingTDY When the
order is built you will be able to add this LORO#, using the XORG FUNDING drop down on the Lines of
Accounting screen. Please adhere to the funding organizatlonitations and guidance while using this fund
cite.

If you have any questions please contaatigit_user_name <dta_emait of dta_orgp.

To log into DTS, select the following lihkps://www.defensetravel.osd.mil
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111. DEBX Reject E-mail
SUBJECDTS Scheduled Partial Payment (SPP) was Rejected

Name of Traveler: FravelerName

Name ofTravel Document: BocumentName
TANUM: FANUM

Organization: ©rganization

SPP Schedule Datdate

Disbursing SystemGS03

Detailed information about error codes received from the Accounting SystEmorDe#ils

The referenced scheduled partial payment request has been rejected due to the rejection reastau sblis/e.
Please take the appropriate actions to correct the errors in the travel document and reschedule the SPP
payments on the DTS SPP screen to have the disbursemsubmaitted for payment.

To log onto DTS, select the following lihkps://www.defensetravel.osd.mil
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112. DEBX Reject E-mail for Manual Intervention
SUBJECDTS Accounts Receivable Reject Notice

Traveler Name: FravelerName

Travekr Document Name:BocumentName
Tanum: YANUM

Organization: ©rganization

Type of transactio Rejected: Accounts Receivable
Date of first submission:SubmitDate

Error Message(s)EfrorMsg

The accounts receivable transaction associated with the referenced travel doctnia&been rejected by the

DoD accounting system. Please contact your accounting system DMM to inform them of the failed posting of the
accounts receivable transaction. When accounting indicates that the A/Begaosted,contactthe DTSTier3
HelpDeskto haveDTSSystemAdministratorre-submitthe A/R manually.

Please do not respond to thismaail.
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113. Accounts Receivable Reject Notice
SUBJECDTS Accounts Receivable Reject Notice

DTS has received an acknowledgement reject from the accounting system for the following transaction:
Name ofTraveler: ¥ravelerName

Name ofTravelDocument: ®ocumentName

TANUM ~TANUM

LOA Label::OA

Organization: ©rganization

Type of transactio Rejected: Accounts Receivable

Date of first submission:SubmitDate

Error Message(s)EfrorMsg

The accounts receivable transaction associated with the referenced travel document has been rejected by the
DoD accounting syste. Please contact your accounting system to inform them of the failed posting of the
accounts receivable transaction. When accounting indicates that the A/Begaosted,generate a

supplemental voucher (w/0 dollart) re-schedule the accounts receivalifansaction to GEX/Accounting.

Please do not respond to thismail.
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114. Accounts Receivable Reject Reminder Notice
SUBJECDTS Accounts Receivable Reject Reminder Notice

It has been more than 30 days since DTS received a rejection notification for the accounts receivable transaction
for the following travel document:

Name ofTraveler: ¥ravelerName

Name ofTravel Document: DocumentName
TANUM ~TANUM

LOA Label::OA

Organization: ©rganization

Type of transactin Rejected: Accounts Receivable
Date of first reject notice receivableRejectDate
Current Document StatusCurDocStatus

Length ofTime the Document haBeen inQurrent Satus(days)~CurStatusTime
Error Code(s):Code

Error Message(s)EfrorMsg

Therehasbeenno activity on the referencedtravel documentsincethe rejectionnotice wasreceived. It is

necessary to have the error condition corrected in the travel document to enable the accounts receivable action
to be posted in the DoD accountingssem. Please take the necessary actommend thetraveldocument

modifiedto correctto allowthe accounts receivable transaction to be resubmitted to the accourdirsgem.

To log into DTS, select the following lihkkps://www.defensetravel.osd.milPlease do not respond to this e
mail.
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115. Payment Rejected
SUBJECDTS Payment Rejected

Name of Traveler: FravelerName
Name of Travel Documentvehnum
TANUM: FANUM

Organization: ~Organization
Disbursement Type:Boctype
Disbursing SystemGS03

Detaikd information about error codes received from the Accounting Syst&morDetails

The referenced vouchelgcal voucher or noiATM advance request has been rejected due to the rejection
reason(s) listed above. Please take the appropriate actions to correct the errors in thedivpauetent to have
the disbursement resubmitted for payment.

To log into DTS, sedethe following linkhttps://www.defensetravel.osd.milPlease do noteplyto this email.
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116. Archive Reject E-mail
SUBJECDefense Travel System Correspondence

The document vouchervehnumfor ~TANUMhas just been marked ARCHIVE REJECTED because:
~Remarks

Please do not respond to thismaail.
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117. Notify User of MIS Report Generated
SUBJECDTS Report Available for Viewing

Report Title: RKeportTitle
Date Reqgasted: RequestDate
Report Run Date:GompletedDate

The above report requested on the referenced date has been created and can be viewed and downloaded
through the Report Scheduler option on the Reports menu. The report has been created in a fornvatl that
allow it to be opened in a spreadsheet application.

If you have any difficulty accessing or downloading the report, please contact your
help desk for assistance. The report will be available fitays after the Report Run Date.

To log onto DTS, setate following link:https://www.defensetravel.osd.mil
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118. Completion Notification for the Target Adjustment or Budget Balance Report
SUBJECTompletion Notification for Budget Balance Report

Report Title: RKeportTitle
Requested Date for RepofiRequestedDate

Report Run Date:ReportRunDate

The Budget Balance Report requested on the referenced date has been created and can be downloaded through
the download mau bar selection option on the budget reports menu. Taport hasbeencreatedin aformat

that will allow the report to be openedin a spreadsheetpplication.If you have any difficulty in accessing or
downloading the report, please contact your helpsk for assistance.
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119. Completion Notification for the Total Obligations Report
SUBJECTompletion Notification for the Total Obligations Report

Report Title: RKeportTitle
Requested Date for ReportRequestedDate
Report Run Date:ReportRunDate

TheTotalObligations Report requested on the referenced date has been created and can be downloaded
through the download menu bar selection option on the budget reports menurdpart hasbeencreatedin a
format that will allowthe report to be openedin a spreadsheetpplication.If you have any difficulty in
accessing or downloading the report, please contact your help desk for assistance.
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120. DTS Report Unable to Complete
SUBJECDTS Report Unable @omplete

Report Title: RKeportTitle
Date Requested:RequestDate
The above report requested on the refed date has failed to complete after three attempts.

It is now marked for RESUBMIT. If you still need the report, please return to DTS Report Scheduler where you
normally download reports, and select the RESUBMIT link.

If you receive this-enail a secondime for the same report, please contact your local help desk ldith e-
mails and they should escalate the issue to the Tier 3 Help Desk for a potential system wide issue.

If the report is not needed, no further action is required.

To log onto DTS, setate following link:https://www.defensetravel.osd.mil
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121. Transaction Report Ready Notification

SUBJECTompletion Notification for Budget Item Transaction Report

Report Title: RKeportTitle
Requested Date for ReportRequestedDate
Report Run Date:ReportRunDate

The Budget Item Transaction Report requested on the referenced date has been created and can be
downloaded through the download menu bar selection opton the budget reports menu. Theport hasbeen
createdin aformat that will allowthe report to be openedin a spreadsheetpplication.If you have any
difficulty in accessing or downloading the report, please contact your help desk for assistance.
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122. Adjustment Report Ready Notification
SUBJECTompletion Notification for Adjustment Report

Report Title$ReportTitle
Requested Date for ReportRequestedDate
Report Run Date:ReportRunDate

The BudgeAdjustment Report requested on the referenced date has been created and can be downloaded
through the download menu bar selection option on the budget reports menu. The report has been created in a
format that will allow the report to be opened in a spresdmbet application. If you have any difficulty in

accessing or downloading the report, please contact your help desk for assistance.
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123. Travel Document(s) Are Ready for Your Review
SUBJECDefense Travel System (DTS): Travel Document(s) Are Ready foeiewr R

Dear SNAME,

There are one or more travel document(s) in your DTS account awaiting your reviefwlldeng is a list of
documents that are available for review in your Defense Travel System.

&RTSTATBEK
TRAVELER ACTIONS NEEDED:

1 Review travel documents and make any necessary updates by laggmBTS.
Tolog into DTS, select the following lifktps://www.defensetravel.osd.mil

For assistance with DTA processes, policies and procedures, please refer to the Training Materials Module,
which can be located dittp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jsp

Note: The email that DTS sends (above) contaims or moreincorrect links. Uhtil the email is
updated in DTSyse the following instead:

Forhttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jspise
https://www.travel.dod.mil/Training/and search for the document you need.
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124. Voucher Awaiting Attention
SUBJECDefense Travel System Correspondence

<today's date

This letter was generated to inform you that a Defense Travel Sysdecusment typer named<document
name> for <raveler name with authorization number of FANUM- was just stampedstatus> by <serid of
stampep and is awaiting your attention.

To log into DTS, select the following lihkps://www.defensetravel.osd.mil
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125. DTS Scheduled Partial Payment and Advances
SUBJECDTS Scheduled Partial Payment (SPF§dbeduled

DTS has removed an SPP(s) from the payment submission schedule due to a rejection received from DoD
Accounting, for the corresponding obligation transaction. Once your travel document has been amended to
correct the rejectiorerror, please reschedule your SPP(s) through the DTS Scheduled Partial Payment screens
to re-initiate the SPP request(s).

Name of Traveler: FravelerName

Name of Travel Document\ehnum

TANUM: TANUM

Organization: ©rganization

Date the Transaatn was [@-Scheduled: FransDate
Amount of the DeScheduled TransactionAmount
Accounting System:GS03

Detailed information about error codes received from the Accounting SystEmorDetails

To log onto DTS, select the following lihktps://www.defensetravel.osd.mil
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126. DTS SPP Submission Delay Notice
SUBJECDTSSPP Submission Delay Notice

DTS is currently holding an SPP that is scheduled for payment because
DTS hasot received an acknowledgement from the accounting system for the following transaction:
Traveler Name: FravelerName

Document Name: W¥chnum

TANUM: FANUM

Organization: ©rganization

Document Type: Boctype

XMLTransaction Type:XMLTransType

Date Sent~DateSent

Transaction ID: FransactionID

Transaction Amount: FransactionAmount

Submission of the SPP for payment depends on acknowledgement of this transaction. Please take action to
contact the appropriate authority to investigate this transaction.

Plea® do not respond to this-eail.

Defense Travel Management Office 145



DTA Manual, Appendix E: DTS Emails May 20, 2022

127. Notice of Partial Payment Return for Invalid EFT Account Information

SUBJECTNotice of Partial Payment Return for Invalid EFT Account Information

On<Date>, we received notice from the Disbursing System that your request for payment in the amo<kiE of
ReturnAmount>was returned because of invalid Electronic Funds §fealEFT) account information.

In your partial payment you requested a split disbursement in the amousn$fmount-. Thatpaymentwas
madeandis not affectedby this notice.

DTSwill resubmityour requestfor payment toyour EFTaccountafter your ApprovingOfficialhasapprovedyour
amendedauthorization.If youdo not amend your authorization, remaining partial paymentanif,will not
includean amount for this EFT return.

Please visit the Defense Travel System web sitps:// www.defensetravel.osd.ménd login using your Public
Key Infrastructure (PKI) iicate and password. Selecbecument Name from your list of vouchers and view
your EFT account information (routing number and accawmbber) Verify the EFT account information within
the Traveler Profile of this document matches the same information at your financial institution. If necessary,
please correct your EFT account information in DTS.

Use the following information to locate your voher in DTS:

1 Travel Authorization NumberTANUM-
1 Document Mime: Document Name

1 Travel Dates<TDYstart date>to <TDYend date>

If you are unfamiliar with how to amend your voucher, instructions can be retrieved by using the hyperlinks
“Training” followed by “Quick References” at the De
select “Create An atédtayolr BKl median (Canmbdn Aacess Cavdpor Digital Signature
Diskette), and then use the sectich Adj usti ng/ Amendi ng Documents”

Whil e amending the authorizatdohplVowenhudbdby Sehecti at
review the new scbdule of partial payments.

If yourtravelis complete,DTSannotresubmityour requestfor a partial payment.Rather,submityour voucher
to receive prompt reimbursement of your travel expenses.

If you need assistance bave questions regarding thismail, contact yourCommander/Supervisor.

Please do not respond to thismail.
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128. Notice of Travel Advance Payment Return for Invalid EFT Account Information

SUBJECTNotice of Travel Advance Payment Return for Invalid EFT Account Information

On<Date>, we received notice from the Disbursing System that your request for payment of a travel advance, in
the amouwnt of <EFTReturnAmount>, was returned because of invalid Electronic FundssfearfEFT) account
information.

Unless your travel is completed, DTS will resubmit your request for payment of a travel advance to your EFT
account after your Approving Offitias approved your amended authorization.

Please visit the Defense Travel System web lsitps:// www.defensetravel.osd.ménd login using your Public

Key Infrastructure (PKI) certificate and passw@edleckDocument Name from your list of authorizations and
view your EFT account information (routing number and account number). Verify the EFT account information
within the Traveler Profile of this document matches the same information at your fimanstitution. If

necessary, please correct yoaFT account information in DTS.

Use the following information to locate your voucher in DTS:

1 Travel Authorization NumberTFANUM-

1 Document NamesDocument Name

1 Travel Dates<TDY startlate>to <TDY endlate>
If you are unfamiliar with how to amend your authorization, instructions can be retrieved by using the
hyperlinks “Training” followed by “QuiWkinR@tlieclnces

Re f er aalecte G r' eAnaAuthorizatin "appropriateto your PKImedium(Common Access Card or Digital
Signature Diskette), and then use the section, “Adj

While amending the authorization,youurs t s el ect *“ Ad dil tl iovreal b@pt iAdwvsah™Tes
new amount of your additional traveldvancelf a travel advance is longer required, do not amend your
authorization.

If your travel is complete, DTS cannot resubmit your request for a travel advance. Rather, submit your voucher
to receive prompt reimbusement of your travel expenses.

If you need assistance or have questions regarding this mail, contact your Commander/Supervisor.

Please do not respond to thismail.
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129. Non-ATM Advance Submission Delay Notice
SUBJECDTS notATM Advance Submission Delaytibi®

DTS is currently holding a n&TM Advance that is scheduled for payment because DTS has not reaeived a
acknowledgement from the accounting system for the following transaction:

Traveler Name: FravelerName
Document Name: W¥chnum

TANUM: FANUM

Organization: ©rganization

Document Type: Boctype

XML Transaction TypeXMLTransType
Date Sent: BateSent

Transction ID: ¥ransactionID
Transaction Amount: FransactionAmount

Submission of the neATM advance for payment depends on acknowledgement of this transaction. Please take
action to contact the appropriate authority to investigate this transaction.

To log onto DTS, select the following lihitps://www.defensetravel.osd.miPlease do not respond to this e
mail.
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130. Advance Descheduled Due to NegAck
SUBJECDTS notATM Advance D8cheduled

DTS has removedron-ATMadvance request from the payment submission schedule due to a rejection of the
corresponding obligation transaction received from DoD Accounting. Once your travel dochasfeten
amendedto correctthe rejectionerror, DTSwill rescheduleghe non-ATMadvance for payment when the
amended travel document epproved.

Name of Traveler-TravelerName

Name of Travel Documén-Vchnum
TANUM: TANUM

Organization: ©rganization

Date the Transaction was DescheduleDate
Amount of Descheduled Transactieimount
Accounting System:GS03

Detailed information about error codes received frohetAccounting SystemErrorDetails

To log into DTS, select the following lihkps://www.defensetravel.osd.milPlease do not respond to this e
mail.
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131. Rejection Received from Any Accounting System
SUBJECDTS Acknowledgement Reject Notice

DTS has received an acknowledgement reject from the accounting system for an obligatsaction
associated witta travel document

~TravelerName

~Name of Travel Documé
~TANUM

~Organization
~Accounting System

Detailed information about error codes received from the Accounting System: (May include reject codes and
descriptions, as well as corrective actions when availabl

Proper document processing dependsamknowledgement of this transaction. Please take action to correct the
error by amending the document to resubmit the document for processing.

To log into DTS, select the following lihkps://www.defensetravel.osd.mil

Please do not reply to this email.
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132. Advance Account Mismatch E-mail

SUBJECDefense Travel System Correspondence

The account informationmthe advance does not match the system account information.
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133. Self-Registration Rejected Notification
SUBJECT: Defense Travel SystenrRBgibtration Rejected Notification

Dear dravelep,

Your selregistration request cannot be completed because: TRAVELER ACTION REQUIRED

You may try resubmitting your sefgistration request in Defense Travel System (DTS)

If you are rejected a second time contact your Defense Travel Administrator (DTA) for further assistance.

To log in to DTS, select the following linkps://www.defensetravel.osd.mil
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134. Traveler Self Registration Request
SUBJECT: Defense Travel System Traveler Self Registration Request

Dear ODTA,

Traveler<Traveler has submitted a request for seHgistration into the Defense Travel System (DTS). Please
access the maintenance tool within DTS, by selecting the web addrdps:#www.defensetravel.osd.mi or
copying and pasting this address to your vibwser, to review this request.

ODTA ACTIONS NEEDRBview the traveler's setkgistration request for accuracy by accessing the
mai ntenance tool in DTS.” Apply t he -egistratorsrequegt. ac c e p

NOTE: A stap-dependent automated enail will be generated by the system and sent to the traveler once the
appropriate stamp is applied to the request document.

For assistance with Sdfegistration requests, please refer to your DTA Users Manual from the Training
Materials Module from the DTS web site.

To log in to DTS, select the following lihkps://www.defensetravel.osd.mil

For assistance with DTA processes, policies, and procedures, please refer the Training Materials Module, which
can be located atttp//www.defensetravel.osd.mil/dts/site/trainngmanuals.jsp

Note: The email that DTS sends (above) contaimes or moreincorrect links. Lhtil the email is
updated in DTS, use the following instead:

Forhttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jspise
https://www.travel.dod.milTraining/and search for the document you need.
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135. Self-Registration Accept Notification
SUBJECT: Greetings New DTS User!

Greetings New DTS User!
Congratulations! You have successfully registered to use the Defense Travel System (DTS).

DTS is the Department of Defense' temporary duty (TDY)basbd travel tool. You have accésDTS
anywhere by NIPRNET or Internet, and your sensitive data will remain protected by DoD compliant security
features.

DTS will give you greater convenience and choice in selecting your travel arrangements to meet mission
requirements and your own tral preferences by letting you view and select from all the options that are
available to you.

DTS will save you time and effort by automating the three DoD travel proceastwrization, reservatiorand
voucherfiling. DTliminatesrepetitive, duplicate entry of data by rememberingyour personalnformationand
trip data. It savedime by routing plannedtrips (authorizationskelectronically for approval. And after your travel
is completed, DTS simplifies and expedites the travel claim (voucher)sgrbgaecalling all your saved data to
speed up voucher preparation, submission, and electrpaigment.

Checkit out! Mouse-aroundthe DT Sveb site andthe on-line trainingmodule.You'llfind DTSprovides you much
more than online booking for airlines, car rentals and hotels. It automates the entire travel pratesimates
travel costs, provides per diem rates for accurate entitlements, checks for compliance withpmégg]routes
your travel authorization for supervisor approval and electronically sends transactions to your DoD financial
system. When your travel is complete, you simply update your approved authorization data online to show
actual expenses. DTS routes your travel vouaheapproval and sends the electronic transaction to your
financial system requesting payment directly to your bank account. It will even pay your government charge
cardbill.

Welcome to the online Travel World of DTS. Just Log on and Go!

To log in to DTSglect the following linkhttps://www.defensetravel.osd.mil
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136. CBA Amendment Notification
SUBJECTravel Manager Correspondenc€BA Event

This letter is to inform you that a CBA Amendment (or CBA Adjustment) has been createdvielex last
name, first name on <document name and requires your immediatreview or approval to allow the
Transportation Officer to reconcile the CBA invoice for payment.

To log imo DTS, select the following linkitps://www.defensetravel.osd.mil

Defense Travel Management Office 155


http://www.defensetravel.osd.mil/

DTA Manual, Appendix E: DTS Emails May 20, 2022

137. Defense Travel System Correspondence

SUBJECDefense Travel System Correspondence

This letter was generatl to inform you that a Defense Travel SysteB&CTYREnamed & CHNUM: for
&NAME with authorization number ZANUM: was j ust st ampApmover i BEViNRNED” by
Name> and was returned to the traveler for the following reason(s):

&REMARKS

Thisdocument has a system generated amendment. The amendment was generated by the DTS CBA
reconciliation module to capture ticket cost and/or ticket number differences between the travel document and
the invoice received from the charge card vendor.

Contact tle Authorizing Official Approver or Reviewer Namedor further information, if necessary.

To log ito DTS, select the following linkitps://www.defensetravel.osd.mil

Please do not respond to this erhai
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138. Possible Delay in Payment
SUBJECPossible Delay in Payment

Name of travel document:doc name
Traved Authorization Number (TANUM)TANUM
Organization: erg name»

Your authorization goc name indicates travel being performed on Foreign Military Sales (FMS) funds.
Disbursement of FMS funds requires prior approval from the Defense Integrated Fingstéah $DIFS), DFAS
JAXBA/IN and requires additional processing time. Processing/payment of your subsequé&tvidkdvance,

SPP, and/or voucher from authorization may take up to 7 business days. Contact your Finance Defense Travel
Administrator (FDTA) ifop do not receive payment within this time.

To log io DTS, select the following linkitps://www.defensetravel.osd.mil

Please do not respond to this email
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139. RETURN-FARE EXPIRED NOTICE
SUBJECURGENTDefense Travel System Rettifare Expired Notice!

Dear<travelername>

Your dloaument type>was stamped RET URARE EXPharEBD” by <

Travel authorization number <document name> cannot be completed because of the following reason:
<comments from the A®

The document contains restricted airfare that has been returned due to an elapsed ticketing dateill Yeed
to trip cancel your Authorization and create a new Authorization. Please login to DTS and trip cancel the
Authorization. You may also contact the TMC for assistance with your flight reservations.

To log ito DTS, select the following linkttps://www.defensetravel.osd.mil

ForDTS document processiagsistanceplease refer thddocument Processing Manual in the Training
Materials Module, which cabe located ahttp//www.defensetravel.osd.mil/dts/site/trainingmanuals.jsp

Please contact your site DTA for questions concerning your travel documents

Note: The email that DTS sends (above) contaims or moreincorrect links. Uhtil the email is
updated in DTS, use the following instead:

Forhttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jspise
https://www.travel.dod.mil/Training/and search for the document you need.
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140. UNSUBMITTED VOUCHER NOTIFICATION
SUBJECACTION REQUIRAIMsubmitted Voucher Notification

Issue: A reiew of the Defense Travel System (DTS) indicates a voucher has not been submitted for the following:

1 Traveler Name<Traveler Name
T TANUM: Traveler Authorization Number
T Document Name: Bocument Name

9 Organization: ©rganization Nante

Resolution: Pleasie a voucher promptly in DTBitps.//www.defensetravel.osd.mil

If you need assistance or have questions, please contact your Defense Travel Administratorr@pEcAEmail
address.

Please do not respond to this email.
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141. DTS Payment Rejected
SUBJECDTS Payment Rejected

Name of Traveler: Kraveler Name

Name of Travel DocumentDocumentName>
TANUM: Fraveler Authorization Number
Organization<Organization Nante
Disbursement Type:MCH or LOCAL VEH
Disbursing Systemudisbursing system

Detailed information about error codes received from the Accounting System:

<Accounting/Disbursing System Error Code: 201 Exact Error Message: Treasury

Level Line of Accounting Edits Faded

The referenced voucher, local voucher or PiShM advance request hagenrejected due to the rejection
reason(s) listed above. Please take #ppropriate actions to correct the errors in the travel document to have
the disbursement resubmitted for payment.

To log onto DTS, select the following link:
https.//www.defensetravel.osd.mil.
Please do not reply to this email.

Note: The 201 reject occurs on vouchers and local vouchers requiring specialized assistance for resolution.
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142. DTS Obligation Rejected
SUBJECDTSAcknowledgement Reject Notice

DTS has received an acknowledwent reject from the accounting system for an obligation transaction
associated with a travel document

Name of TravelexTraveler Name

Name of Travel Docnent: <DocumentName>
TANUM<<Traveler Authorization Number
Organization<Organization Nante
AccountingSystem<accountingysten»

Detailed information about error codes received from the Accounting System:

<Accounting/Disbursing System Error Code(s): 032 Missing/Invalid Project/Sub Project Reject

RejectDescription(s): Missing/Invalid Project/Sub Project Reject. Description(s): A financial transaction for the
document indicated above has been rejected by the Accounting or Disbursing System. Your Defense Travel
Administrator (DTA) and Authorizing Offig@&D) have also received a copy of this email. They should contact
you if your assistance is required to make the corrections

Corrective Action(s):

For the Finance DTA responsible for Lines of Accounting (LOAS): This error code is used by severalrsystems f
different purposes. Please refer to DTA Manual, Appendix G: DTS & GEX Error Codes, for additionabmformati
https://www.defensetravel.dod.mil/Docs/Training/DTA_App_G.pdf

To log onto DTS, select the following link:
https.//www.defensetravel.osd.mil

Pease do not reply to this email.

Note: The email that DTS sends (above) contaims or moreincorrect links. Lhtil the email is
updated in DTS, use the following instead:

Forhttp://www.defensetravel.osd.mil/dts/site/trainingmanuals.jspise
https://www.travel.dod.mil/Training/and search for the document you need.
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Chapter 2: The DTA Manual: Contents & Links

DTA MANUAL CHAPTER: TOPI( URL(SELECT OR CUT & PASTE)

Chapter 1: DTS Overview https://media.defense.qov/2022/May/11/20029947 73/ -
1/0/DTA 1.PDF

Chapter 2: DTS Access https://media.defense.gov/2022/May/11/20029947 97/ -
1/0/DTA 2.PDF

Chapter 3: DTS Site Setup https://media.defense.gov/2022/May/11/2002994799/ -
1/0/DTA 3.PDF

Chapter 4: Organizations https://media.defense.gov/2022/May/11/2002994824l/ -
1/0/DTA 4.PDF

Chapter 5: Routing Lists https://media.defense.qov/2022/May/11/2002994853// -
1/0/DTA 5.PDF

Chapter 6: Groups https://media.defense.gov/2022/May/11/200299483&/-
1/0/DTA 6.PDF

Chapter 7: People https://media.defense.gov/2022/May/11/2002994837/-
1/0/DTA 7.PDF

Chapter 8: LOAs https://media.defense.gov/2022/May/11/2002994836l/ -
1/0/DTA 8.PDF

Chapter 9: Budgets https://media.defense.qov/2022/May/11/2002994838// -
1/0/DTA 9.PDF

Chapter 10: Reports https://media.defense.gov/2022/May/11/2002994832/ -
1/0/DTA 10.PDF

Chapter 11: MIS Auinistration https://media.defense.qov/2022/May/11/2002994834l/ -
1/0/DTA 11.PDF

Chapter 12: ROA Administration https://media.defense.gov/2022/May/11/2002994833/ -
1/0/DTA 12.PDF

DTA MANUAL APPENDIX: TOPI( URL(SELECT OR CUT & PASTE)

Appendix ASelfRegistration https://media.defense.gov/2021/Nov/15/2002893134/ -
1/0/DTA APP A.PDF
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Appendix B: Acronyms https://media.defense.qov/2021/Nov/15/2002893141/-
1/0/DTA APP B.PDF

Appendix C: Definitions https://media.defense.gov/2021/Nov/15/2002893143//-
1/0/DTA APP C.PDF

Appendix E: Emails https://media.defense.gov/2021/Nov/15/200289322-/ -
1/0/DTA APP E.PDF

Appendix F: Import / Export Module | https://media.defense.qov/2021/Nov/15/2002893234l/ -
1/0/DTA APP F.PDF

Appendix G: Error Codes https://media.defense.qov/2021/Nov/15/2002893232// -
1/0/DTA APP G.PDF

Appendix J: Help Process https://media.defense.qov/2021/Nov/15/200289323/-
1/0/DTA AP J.PDF

Appendix K: DTS Tables https://media.defense.gov/2021/Nov/15/200289323¢U/ -
1/0/DTA APP K.PDF

Appendix L: Reorganizations https://media.defense.gov/2021/Nov/15/2002893229/ -
1/0/DTA APP L.PDF

Appendix M: Ranks and Grades https://media.defense.gov/2021/Nov/15/2002893228/ -
1/0/DTA APP M.PDF

Appendix N: Country Codes https://media.defense.gov/2021/Nov/15/200289322-1 -
1/0/DTA APP N.PDF

Appendix Q: Org Naming Sequence https://media.defense.gov/2021/Nov/15/2002893224// -
1/0/DTA_APP_Q.PDF

Appendix R: LOA Formats https://media.defense.gov/2021/Nov/15/2002893228// -
1/0/DTA_APP_R.PDF
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